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SUBJECT: Establishment of a Federal Credit Union for CIG Employees 


_ 1. In constantly striving to improve employee welfare and to 
extend as many benefits as possible to the personnel of CIG, the Direce 
tor has recently authorized the formation of a Central Intelligence 
Group Federal Credit Union. | aay 


2, A Federal credit union is a cooperative association of employ=- 
ees, organized to promote thrift among its members and to create a source 
of credit for useful and provident purposes, It is chartered and super= 
vised by the Government: through the Federal Deposit Insurance Corpore~_ 


tion, Credit unions are organized to serve people having a close common © 


bond of occupation, The group must. have at least 100 members who are 
willing to work together with a genuine desire to be of assistance to 
their fellow members.. 


MANAGEMENT 


3. The business affairs of the Federal credit union are managed. 
by a board of not less than five directors and a credit committee. of not 


less than three members. all elected by members at an annual meeting held 


during the nonth of January, -No member of the board or any committee 
receives compensation, = —— 2 tthe a de 


LOANS 


4.-, Loans: are made to members only. ‘The interest rate, including 
all costs incident to making the loan will never exceed 1% a month on 


the unpaid balance. At this rate, a loan of $100.00 repaid in monthly 


installments will cost a total of $5,50 in interest per annum, The 


.. rate charged by the credit union is from 1% to 2% lower than the rate 
charged by small loan companies and most banks. 


2 5... Dividends on shares up to a limit of 6% mey be paid each year 
from the balance of earnings remaining after expenses have been paid and 
“twenty percent of net earnings for the fiscal year have been set aside 
as a reserve for possible bad loans. ‘Dividends are recommended to the 
“nembers by the board of directors and authorized by a najority of the 
nembers voting at the annual meeting. — ! 


(ais) 


SSR ERASE LER SSA Cnet mE 


or Rélease 2003/01/27 : CIA-RDP81-00728R000100040027-1 


MEMBERSHIP 
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— . 6, To become-a memberof the Federal credit union one mist be a 
‘civilian enployee of CIG. An applicant may be admitted to membership. 
by executing ‘an. application for membership and paying an entrance fee 
_ of twentyefive cents. together with a payment of twenty-five cents 
toward the purchase ef a $5.00 share. The maximum amount of shares 
which may be held by any one member shall be established from time to 
time by resolution of the board of directors. 


7, ‘The object of the Federal credit union is not profit but ser= 
‘vice to its members. If you are interested in having a place to accumu-. ! 
late savings or a source from which to. borrow, and if you are willing 
to serve as.a committee member or officer of the credit union, if elected, 
without monetary compensation, complete the attached form and forward it 
to the Personnel Relations Division, Room ie North Building , by 1 Octo= 
ber 1947, — 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


STATINTL 


. Executive for 
Administration and Management 


ATTACHMENTS: 2 


DISTRIBUTION: All CIG. Employees 
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Smo AND fo} THE CHIEF, PERSONNEL RELATIONS DIVISION 
Personne] Brench, A&M” 
Room 115; North Building 
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SUBJECT: . Federal Oredit Union 


Pov Stiga I desire to pasevaipate ina » Federal credit 
Giion that. may be established in the Central a acca 


Groups 


2. In the event | euch. a onion ‘is. established, I 
agree to purchase at least one share at $5.00 per. share, 
and I further agree to serve as a committee member or 
officer, if elected, without monetary Sonpensateoes 


Me Ray eee tla 
Signature of Employee 


Telephone Zxtension j 
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‘ : . ‘ 
OLA FEDRRAL CREDIT,UNION. 
| May 28, 1948 


“ave you hoard? 

os 

You haven't Well, don't be disappointed. Here it is. A convenient 
‘place to deposit your moncy. 


Thi OTA foderal -Crodit tmion is colebrating its fifth month in operation 
by sponsoring a membership drive. Have you joined? Now is the : 


The Crodit Union office is located in Room 203 Central Building. 


Co will be on hand, during regular office hours, to uccept 


your moemborship. 


t 


Haye are tho answors to somo of your questions: 


1. Vhat is the purpose of a Gredit Union? The Federal Credit Union is 


u Gooberntive association organized to promote thrift among its mombors 
and to create » sourée of credit for useful purposes. 


2. How dovs an emnloyoo become a member? An applicant may be admitted 
to mombership by executing an Application for Membership card and paying 
an entrance feo of 25¢ togethor with 4 paynent of 25¢ toward the purchase 


of a. $5.00 share. 


3, Do mombors have te deposit a specified amount? A member ‘may deposit 
any’ sum trom 25¢ to $500.00, provided such payment does not. make the 
shure balence in oxcess of $500.00. A momber with 4 share balance of 
©500,00 or mor? may deposit at the rute of $20.00 pur month thereafter. 
4. Can withdrawals be nede at anytime? Yes, provided the mer ber doos 
not hive an outstanding loan balarice in excess of his share balance. 
However, thu Soard of Directors hus the right, if deemcd necossary by 
thom, to roquire members: to give 60 days notice of intention to withdraw 
th: whole or any pert of the amounts so deposited by them. 

5. How safe is money deposited with the Credit Tmion? The Fodveral 
Deposit Insurance’ Corporation examines the books annually and supervises 
the opurutions. Persons handling money aro bonded. Tho Credit tmion is 
roquired by tho Credit Union Act and tho Bylaws to set aside all entrance 
fouSand fines (the Board of Directors his waived the assossmont of fincs) 
and twenty (20) perennt of the not ournings of cach year (before docla-. 
ration ov any dividend) as « reserve agoiast possible bud loans. 


6, What is the rate of dividends paid? Since dividonds uro daclarod 

“ot the ond of cach calendar yeur und inusmuch as this is the first year 
tho (Ta Pedorul Credit tion hus been in Speration the amount of dividends 
paid will depend on the totnl business trinsacted. throughout the your. 

To date business is oxcaptionally. good. Dividends are nover authorized 
or paid at uw rate in excess of 6 percent per annun. eee 


7. “hab is the rate of interost charged on loans? The amount of interest 


comereretis 


on loaus is Ll por month on the unpaid bulance, which includes all charges. 


incidentul to making thn loen. At this rate n loan of {100.00 repaid in 


monthly instalimmts of $10.00 will cost a total of $5.50 in intorest. 
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CENTRAL, INTELLIGENCE AGUNcY 
Washington, D. oc, ‘a 
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HEMORANDUM | | a io 
-WUSBERT | = As, 8 26 Scptember 1947 


SUBJECT: Duty Offieers 


| (This Memoraadum reseinds GIG Memorandum No.[ dated 19 May 1947, sf 2X1 
and CIG Administrative Order[ | dated I5 November 1946.) ey 
P ee © ; ‘s n ‘ a ; ae 
1. For the purpesc of handling urgent matters which may arise during — ; a 


offeduty hours, tho following nasignments and proce ures will be followed: va hee 


Me Duty. Offieers, 
aa 


(1). The Personmel Branch, A&M, will publish monthly duty 
rosters. of Executive and CIA duty officers with home addresses: 
and telephone numbers. Separate rosters will be maintained for 
Saturday,’ Susday and holiday duty. a 


pee: ae 2 Exesautive duty officer roster will be comprised of ome 
‘eg eae ee en Ployees of the Executive Offices and ECAPS, in grades P=6,. CAP=12 
oo” and higher, located in North Interior Building, and all Assistant 
Dirsetors, Deputy Assistant Directors, the. General Counsel ond 
Assistant General Counsels. a 
(3) CIA duty officer roster will be comprised of all othor 
CIA employces in grades of Pe5; CAY*12, and above. 


ae ee (4) Any exchanges in assiened dates desired for personal ' 
pe ee convenionce ean be effected by mutual sgreoment with another duty 
ie ae wa 2 officer and notifiention to the Personnel Branch (extension 561) 
of the chango, oe 


be Excoutive Duty Officers, 9+. || aos ang 


The Exeoutre duty officer will romain available for call at —_ alae 
his residence, notifying the CTA duty officer ‘and CIA telephone 9. - eg 
operator in the ovent of tho necessity to Teave his residence for’ ss 

“On emergency or in conjunction with CIA official business, . 
Ce GA Duty Offtoers (Eefoetive 1 Novenber 1947) . ol 

(1). ta duty ‘orticers will report: Monday ‘through Friday to - 

. Room 7155 North Interior Building, at 1630 and remain on duty: aoe 
INET 18004 and Seturdaye, Sundays and holidays from 0830 to. 1700, 
cute). _A clerical assistant, in rade CAP-6 or below, willbe 
available from.0830 to 1700 tn Room 7185 North Intcrior on Sate. 
_/ourdays, Sundays: and horideys, to provide necessory stenographis. ; 
assistance. ‘The clerical duty roster will ‘be: prepared and pubs 
lished by the Personnel Branch, AGM, -- ne oe pee ee 
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OBXIA overtime, in aceordanss: with the provisions. of CIG. Administrative 
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RESTRICTED: 


(3) The GIA duty officor, after leaving the office, will. pro- 
cood to his residence ond remain available until 0800 to take all 
incoming calls for CIA, taking such action as is requirod. Where 
necessary he will contact the Executive duty officer or a repro 
sentative of tho particular office concerned. In the event neither 
of tho above is availsbls, he will contact any person on the list 
of those carthorized to serve as Exocutive duty officers. In the ; 

event of s call requiring delivery of a messag® or document, he oe 
will arrange immedintely to pick-up the mossag: or document, ox 
amine the contents, and complete any required immediate actions 
pen completion of such action +po mossage or document will be 
filed in a sceure loention, in accordance with CIA. Security 
Pepulntionse _ 


Se 


ow 


(4) The CIA duty officer-assigned for Saturday, Sunday, or e 
holiday duty will report to the Personal Assistant to the Director, 
Room 7185, on Friday preceding duty day, or the day before holiday 

duty, to rceeive any special instructions. 


(5) A duty officer's lop will be prepared and kept in Room 
7135 containing further detailed instructions, including a perma~ 
nent list of persons in individual offices who can bo contactod 
with regard to matters affecting that offfico. Each Assistant 
Dircetor and staff chief will submit to the, Personnl Assistant to ae 
the Director immediately a list of not to exeesed six individusls: 
nosignod to his. activity who can be contneted, if neenssary, on 
official matters outside of office hours. Changes will be reported 
whonever appropriate. 


sa ci a a a ee cya Sa 


Susi Ba Masai eer MEN 


(S) All civilian personnel’ who are detailed for Saturday, Sane 
doy und holiday duty may be piven compensatory time off or paid 


Order[ fb dnted 13 November 1946. 


2. Telephone Serviee. The night telephone oporntor on duty, upon cb 

reocipt of a call, will endeavor to reach the porsyn desired. cf this is 
impossible, and the call is official, she Will record the name and telephone 
number of the person calling and inform tho CIA duty officor. This record, 
dneluding the time the call was roceived, and the duty officer to whom the 
‘call was referred, will be reported to’ the chivf operetor the following Ca 
mornin. The, chief operator will. maintain a file of these reports in her . a 
OffiGos 20 (08 ees 3 | Gon! 


t aan $ ne . — : : : : ra . a ? 

3. Transportation. Governmont transportation will be. available to 
duty officers when necessary in the verformance of their duty, and may be 

obtained by-calling EXedutive hcp atas, 


FOR ‘THE DIRECTOR OF CENTRAL INTELLIGENCE 1, 


eq © RSOUCETS Ore | oak 
oc Administration and Management. 


— APTACHMENTS: None 
© DISTRIBUTION: ALL GIA Employess "~ 
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“CENTRAL INTELLIGENCE GRouP “™ 
vl gp , : . 
Washington, D.C, 


MEMORA LS 
NUMBER . a 210 ponte 


SUBJECT: Unvouchered Funds 


1. Special Funds Regitation| hated 21 October 1946, is changed 
as indicated below for those activities not under the supervision of the 


Assistant Director for Special Operations: 
&. Paragraphs 3,3, 4.2, and 6.4 e (c) (d) and (e), and the 
extension of authority under Project QQ approved by the Deputy 
Director on 30 July 1947, are rescinded, 


b. The authority of Assistant Directors and the Executive for. 
A&M to approve obligations and expenditures of unvouchered funds 
without prior approval of the Director is withdrawn, 


¢. (1) All obligations, advances and expenditures of unvouchered 
funds for any purpose must be approved in advance by the . 
Director, or his representative designated in writing, 


(2) Requests for authority to obligate, advance, or : 
expend unvouchered. funds will be initiated by interested 
Branch or similar Chiefs and forwarded through Assistant 
Directors or Staff Section Heads and the Executive for 
‘A&M to the Director, except those projects submitted for 
action by the Projects Review Committee under the provi~ 
sions of CIG Administrative the BROTast dated 25 Octo= 
ber 1946. Recommendations of the Projects Review Com 
mittee will be submitted to the Director. for final action 
in each case, | | 


(3) Requests for authority to advance unvouchered funds 
under approved recommendations of the Projects Review | 
Committee and vouchers covering expenditures thereunder | 
will be reviewed by the Branch or similar chief, who will 
enter thereon the number and date of the approved project, 
and forward it through his Office or Staff Section Head 

for approval and transmission to the Chief, Special Ser- 
vices Division, Budget and Finance Branch, A&M, for action, , 


(4) Advances of unvouchered funds and certification for 
‘payment of vouchers covering expenditures and obligations: 
of unvouchered funds in accordance with prescribed regula~ 
tions may be made by the Chief and Deputy Chief, Budget — 
and Finance Branch, A&M, or the Chief, Special Services 
Division of that Branch, when prior approval of the pro= 
ject has been obtained under the provisions of this direc= — 
tive, _ = oo 
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2 Attachments . . 
1. Instructions for Travelers ag 
2. List of suggested classifications for projects 


DISTRIBUTION "A" 


arsenate . 
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(5) Vouchers covering expenditures or obligations of 
unvouchered funds approved by action other than by the 
Projects Review Committee will be handled in the same 
manner as indicated in (3) above, — 


2. A memorandum of instructions for the guidance of individuals who 


may travel under authorization involving reimbursement from unvouchered funds 
is attached, 7 . 


3. The Executive Director and the Executive for Administration and . 


Management are authorized in the name of the Director of Central Intelligence: 


a, To approve travel within the continental limits of the 
United States of prospective employees to Washington for inter= 
view when considered as essential in the best interests of CIG, 


b. To approve travel within the continental limits of the 
United States for recruiting purposes and/or incidental expenses 
incident thereto when circumstances in connection therewith war= 
rant utilization of unvouchered funds, | 


C. To take final action on, or make recommendations to the 
Director in connection with cases normally handled under the pro- 
visions of paragraph 1¢(4) above when the individuals listed 
therein are in disagreement with requests or vouchers presented 
to them for action, - : 


4. Payment of the salaries of individuals employed on an unvouchered 


funds status pending the establishment of vouchered positions by the Civil 
Service Commission is authorized only until the date of establishment of 
the vouchered position in each case, 


De 4 Each Assistant Director (except ADSO) and Staff Section 
Head will submit to the Projects Review Committee in writing, 
within ten days after receipt of this memorandum, his antici- 
pated normal requirements, not, previously approved by the Direce= 


tor, for unvouchered funds, by quarter, for the balance of the 


Fiscal Year 1948. A list of suggested classifications to be | 
submitted is attached, oP 


b. Major projects involving large expenditures which are not... 
yet developed to a point which will permit factual and intelligent 
presentation may be omitted and submitted separately at later dates, 


| Peset 
R. H. AILLENKORTTER 


Rear Admiral, USN 
Director of Central Intelligence 


| 
: } 
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ONS GOVERNING, EXPENDITURE OF CERTAIN UNVOUCHERED FUNDS 


INSTRUGTE 


ae 


AUTHORIZATION 


1, The use of unvouchered: funds for travel and expenses incident thereto 
will be suthorized only when the nature of the travel or official | 
duties in connection therewith is suck that security considerations 
make it impracticable to pay travel costs from vouchered funds. All 
‘travel to be paid from unvouchered funds must be. authorized or approved 
by the Director or his designee in writing. : | 


2, A request for authorization to travel under unvouchered funds should 
be initiated by the appropriate Branch Chief and forwarded through 
the Assistant Director or Staff Section Chief and the Executive for 
Administration and Management for approval. The approved request 
will be returned to the traveler and a signed copy forwarded to the 
Chief, Special Services Division, Budget and Finance Branch, and will 
constitute the authority for payment of the traveler's account upon 
submission of a proper voucher. © . a 


- ADVANCES 


1. After the travel has been authorized by the Director, an advance of 
funds required to cover the anticipated costs of travel may be 
secured by the traveler from the Chief, Special Services Division 

All advances must be fully accounted for by the traveler. . Ss 


TPE OF EXPENSES ALLOWED © 


1. Reimbursement will be made for actual costs of transportation by rail, 


bus, vessel, and air; and for taxi fares to and from railway stations, 
air or bus terminals. The lowest available first-class facilities 
may be secured, Luxury compartments, etc., are not allowed unless 
specifically justified by the circumstances. Travel by personally 
owned automobile or special conveyance, as distinguished from public 
common carrier facilities, must be specifically authorized or ex- 


plained, 


2. Per diem in lieu of subsistence will be allowed a traveler while he 
is away from his official station. Regardless of the amount actually 
spent by the traveler for personal items such as hotel rooms, meals, 
laundry, tips, etc., he will be reimbursed for only the amount of. 
the stipulated per diem. The per diem rate for civilians in the 
U. S. is $6.00 per day. For civilians traveling abroad the rate 
varies from $7,00 upwards depending upon the location, The rates 
of per diem paid to military and navel personnel will not exceed 
that provided in military and naval regulations. 


3. Under certain circumstances entertainment expenses in connection 
with securing confidential information and related official pur-. 
poses will be allowed, The official purpose or necessity for the 
entertainment and the date and place must be shown, The number of 
persons entertained must be indicated together with a statement 

_ that -names of the persons. entertained are withheld for security 


reasons, 
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Ue 4... Miscellaneous incidental expenses such as hire of stenographic ser=- 4 

Ho vices, rental of special quarters for official purposes, payment of : 
| ‘telephone and telegraph charges, ete., may be allowed when the e 
: official necessity therefor is properly explained, j 
| | | 
PREPARATION OF TRAVEL EXPENSE VOUCHER : 

1. Upon completion of travel the traveler. will prepare Travel Voucher | : 

Form No, 33~12 with the following information indicated thereon: | 


a, An itinerary showing the dates and times of departure from : 
and arrival at his official station and points visited on - gd 4 
official business. |’ s 6: . ‘ 


b. An itemization of per diem claimed, computed on the basis 
of the traveler's itinerary. ; 


pee ies at Seale i 
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c, An itemization of all transportation charges paid and an 
explanation of any special conveyances or luxury accommo~ 


dations used. | , . ian a 4 | 


aL ea LeeS, 


4. An itemization end justification of all entertainnent or 
incidental expenses claimed. 


PUTA 


e, Paid receipts suppor ting all expenditures, or an explana- 
tion as to why such receipts were not. obtained. 


selmemmueencay, 
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2, The traveler will sign the Travel Voucher Form No, 33-12 as "Payee", a 
and the appropriate Branch or Office Chief will sign as "Approving = 5 ee | 
officer", The Travel Account will then be forwarded to the Chief, ; : 5 

for audit | | 
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Special Services Division, Room 210, Central Building, 
and peyment. _ . 
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Suggested Items for Unvouchered Proposals 


(When classification of Projects warrant the use of unvouchered funds) 


ie 


Approved 
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- Oly Personal Services 
Non=Civil Service Employees 
ee Consultants : | 


airs 


02, Travel. 


oe 
: 
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Transportation. of Persons | . 
Subsistence (reimbursement for actual expense or per diem) 
Incidental Travel Expenses . 


‘Assessment and Recruiting Expense set 
Reimbursement for use of Privately-Owned Automobile 


ATE. 


03, Transportation 
Transportation of Things 


O04. Communication Services 


Telegraph . 
Rental of Post Office Box — | | 
Telephone Installation Costs, Rentel, and Tolls 


Postage 


UE eS 
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05, Rents and Utility Services 


Rental of Office 
Equipment Rental 
Utility Services 


pace tt 
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07, Other Contractual Services 


: Storage and Maintenance of Vehicles 
‘Security Investigations (of Individuals) 
Purchase of Information fron Individuals or Firms 


Entertainment Expense . 
| Contract Stenographic Services 
Newspaper and Magazine Clipping Service 


08; Supplies and Material 
Office (Emergency) | , | | : 
Publications ee ae me ae ee ze _ : 
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CENTRAL INTELLIGENCE GROUP 
Washington, Di C. 


MEMORANDUM = 15 August 1947 
NUMBER [—] | | , | 


SUBJECT:  Bmpleyee Welfare Fund 


1. An Employee Welfare Fund has been established within CIG 
which will provide financial assistance to employees for emergency 


purposes e 


2, Limited funds are uvedleble from which small non-interest 


bearing leans may be made to newly appeinted employees who need funds 
til receipt of their first salary check; and 


to empleyees who experience emergencies such as accidents, ilinesses, 
lest wallets or pocketbooks, and similer emergencies. 


3.. All leans will be personally appreved by the Welfare Funds 
Officer who must be satisfied that the applicant is in financial dis- 
tress and that the funds applied fer will be used for necessities, 
the purchase of which can not be reasonably delayed and that such 
lean would not be practicable threugh the customary services of a 
bank, outside lean agency, or other facility. 7 


4. ‘The Employee Welfare Fund will be administered by the Per 
sennel Relations Division, Personnel Branch, A & M. Requests for ine 
formation and assistance concerning this service should be directed to 


that office, Room 115, North Building telephone extension | ° 2 
Oe Ta ae eal ine | ! STATINGD 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Executive for | 
Administration and Management 


ATTACHMENTS: None | 
“DISTRIBUTION: ALL.CIG Employees (2453) 
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CENTRAL INTELLIGENCE GROUP 
‘ Washington, De C. 


LESMORANDUM ; » +4 ol J 


NUMBER 
SUBJECT: Employmont Reviev Board 


EFFECTIVE WITH ESTAPLISHMENT OF CIA 


1. Sub=paragraph (c) of Section 102, National Security Aet of 1947 


(Public Law 253 = 80th Congress), is quated bolow: 


"Notwithstanding the provisions of section 6 of the Act of 
August 24, 1912 (87 Stat. 555), or the provisions of any 
other law, the Director of Central Intelligence may, in 
his discretion, terminate the employment of any officer 
or employee of tho Agency whenever he shall deem such 
terminotion nocessary or. advisable in the intorests of 
the United: States, but such torminntion shall not affeot 
the right of such officor or employse to seck or accept 
omploymont in any other departmont. or agency of tho 
Government. if declarod eligible for such employment by 
the United States Civil Service Commission. @ 
2e This section was cnactod to eneble the CIA to maintain high por- 
‘Sonnel Standards essontial to a netional intelligence agency. ; | 


3. To provide an impartial reviow, and advice to the Director. in the 
just and equitable exercise of his discretionary power under the Act quoted 
Above, an Employment Review Boord is hereby appointed to consist of: 


Exocutive Director “- Chairman 
General. Counsol -- Law Membor 
_ Executive for Administration 
ond Management -~ Member ond Recorder 
Executive for Inspection 
and Sacurity “- Advisor to the Board 


“without vote 


4. Every case involving involuntary termination of a CTA omployce will 
be forwarded by the head of the Appropriate Office or Staff Scction to the 


Chief, Personnel Eragch, A&M, together with nll applicehlo reports of inves= 


tigation and othor pertinent records. If the Chief, Personnol Branch, 
determines that final administrative action by his office is not fcasiblo, 
he shall immediately forward the record diroctly to the Board for its con- 
Sideration. The individual concerned will be notified that for stated 
reasons ho is susponded from duty and *“ the date on which tho Board will 
consider his ensoe Such dato will normally be not less than ten days lator 
than the date of the notice. Inquirios of omployoes concerned must bo 
nddrossed to the Ghicf, Personnol Relations Division, Porsonnel Brifech, A&M. 


STATINTL 
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| ae 5. The Executive for Inspection and Security may rofer directly to 

| bs ae the Board any case arising within tho scope of his functions. He will 

| immediately inform the Chief, Personnel Branch, of such reference and tho. 
basis thorefor, requosting suspension and notification of the individual 
concorned as provided by paragraph 4 abovo. 


evidonce as may be roquirod, tho Board will prepare a written recommenda= 

tion to the Director containing a summary of the fnets and basis for the 
! recommendationse Each voting momber shall note his concurrence or non- 
curronce on the record of tho Bonrd's proceedings. Any mombor, including 
, the Exccutive for Inspoction and Socurity, may appond his individual 
commonts. . 


i 
a 6. Aftor full consideration of cach caso, including such additional 


7» The Director's detormination in cach case will bo final. If his 
decision is to terminate employment, notice of soparation to the Civil 
sorvico Commission will state only that soparation is accomplished by order 
of the Dircetor undor authority granted by sub-parngraph (c) of Section 102 
of tho National Security Act of 1947, without furthor amplification. 


: EY (2, 2) os 
pees . Re H. HILLENKOETTER 
Rates 3 3 nO? pe: Roar Admiral, USN 

/ .. Director of Central. Intelligence 


ATTACHMENTS: None 


‘DISTRIBUTION: All CIG omployees 
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CENTRAL INTELLIGENCE GROUP 
Washington, D. C. 


16 July 1947 


MBMORANDULE 
NUMBER 


SUBJECT: Civil Service Examinations +- Intelligence Specialist 


EFFECTIVE UNTIL CANCELLED OR LESCINDED 


1. In connection with the. recent announcoment by the Civil Service 

Commission of examinations for Intolligonee Specialist, CLG personnel 
are directed that cpnlications for this cxomination should moe be 
submitted directly to the Civil Service Commissions | 


2. To insure that CIG security restrictions aro adhered to, all 
applications should be submitted through the Administrative Officor 
of tho office or staff section concerned for reviow and procossinges 
Administrative Officers have been instructed rogarding the proparation 
of information required for the oxumination and will assist individual 
employces in the preparation of the material required. 


S Enployecs should advise their Adm rinistrative Officers of any 

applications which have alrcady beon submitted diroctly to the Civil 
Service: Commission in order that steps may he taken. to withdraw tho 
applications for review and processing within CIG prior to exam- 
ination by the Commis sione 


4e Aepiieae tore: after proper review, will be submitted by tho 
Personnel Branch, A & M, to the Civil Sorvicc Commission ‘orior to 
the closing date of the examination. The interest of enployeas and 
their right to participate in the examination being offcred will be 
protocted in cvery way in connection with this roqiremente 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Exceutive for 
Adininis tration and Mena genont 


ATTAGHEAAB : SoNonbS 20. 
DST RVEION: All CIG Employeos 


Po Diyas 
BENS er nen 


RESCINDE iD PER“OEA GENERAL ORDER [ 


(1839) : 


iecusanmiennenenamanets awed LBA tates os cabo rneten 
: oe 
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CENTRAL INTELLIGENCE GROUP 
Washington, De Ce 


LEMORAMDUM . 15 July 1947 
LUUBER [] : 


SUBJECT: CIG Policy on Active Duty Training of Military 
and Naval Resorve Offiocrs Employed by CIG 


EFFECTIVE UNTIL CANCELLED OR SUPERSEDED | os 
i< —— . : os . 2 


1. Tho attention of all cIG omploysos is direetod to CIG 4 
Mermorrndum Mumber[ | issucd 19 lay 1947. 4 

. : : fg 
é. It is the policy of ClG te cncourage in every practicable 4 
way the active duty training of reserve officors prosently 4 
onployed by CIG. ‘“émnouncencnts of the training available are | 
made through all reservo organizations, und are usually indicated a 
in the metropolitan »ress. : | 


a ; | TATINTL . 
5. “hen practicable the leave period of reserve of'ficor employces S 
will be arranged to cnable thoir taking advantage of active duty 

training periods. 


f 


4. Active duty training at nlacus other than local will he 
encourarcde . 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: > 


sxcoutive for 
se nae pabten and llanagenent 


ATTACHUENTS: None 


DISTRIBUTE ON: All CLG Empl oyoos - 


sve Tee Ht A eegatainle 
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po 3" CENTRAL INTELLIGENCE GROUP puer ha 
| | Washington, Ds C. iy 
= | UEMORANDUM ; | | 
STAT | NUMBER [ | —. 15 July 1947 
i SUBJECT: CIG Medical Services (Civilian and Military) 
Ie EFFECTIVE UNTIL CANCELLED OR SUPERSEDED 
= 1. CIG maintains Emergency Rooms for the benefit of civilian | 
employees and a Dispensary for the benefit of service personnel and 
their dependents. An outline of the facilities available to each 
type of employee is given below; © / 
| nae Civilian employees: 
(1) Emergency Room facilities 
(a) Will provide complete pre-employment physical 
_. xaiinations for all employees, 
| (b) Will provide complete physical examinations 
. for employees before reporting to overseas 
. stations and upon return from, overseas, 
(c) Will provide ‘complete physical examinations oy 
| whens . \ 
(1) Required by further official personnel a 
actions, . 
it ae . (2) Upon a request for retirement benefits. 


(3) Upon request of a supervisor, 
(4) When making investigations requiring same. 


(a) For the Washington, De C. area only, complete 
chest. X-rays will be given to all employees. 


(e) Annual chest X-rays will be given to all 
employees of the cafeteria located within 
CIG buildings, 


(f) If during the physical examination, a history. 
. . . of Pulmonary Tuberculosis is revealed, full 
Lone | - _- investigation will be made and a report 

rer . thereof submitted, . - 


1 

i 

{ 
1 
i 
i 
| 
| 
of 
i 
i 
5 
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niece 


(g) Innoculations and vaccinations will be given: 


(1) As required for foreign service, 

(2) As required on an over-all agency basis, . 
for maintenance of public health. 

(3) Will NOT be given as a convenience to 
the individual. 


agente nr enn eat BR IS ARE TBO DOT ON STS SE EE PE as 


(h) For employee tagunies that are sustained in 
line of duty: 


(1) Medical, surgical and hospital treat- 
ment will be provided as required by 
the injury. 
STATINTL (2) Provisions of CIG Administrative Order 


[__]should be consulted, 


(i) Further emergency treatment will be provided 
for CIG employees: 


(1) Advice as to obtaining regular treatment 
froma private physician. 
(2) Consultation service (to aid in selectin 
. of physician or diagnosis), 
(3) Temporary treatment until a private 
physician can be consulted, 


(3) Emergency treatment WILL NOT: 


(1) Prescribe dosages or prescriptions. 

(2) Be available to administer drugs pre- 
scribed by a private physician except 
when injections are required on a con-= 
tinuous basis and a waiver is signed by 

the employee concerned. 
pag | (3) Give continuous treatment for a parti- 
a - cular illness. 

(4). Take the place of a private phyeiiotans 


(k) Out-patient service will be given when: 


(1) Excess sick-leave is requested (to deter 
mine cause and validity). | 
(2) During investigations, upon request of 
a supervisor. 
(3) To assist in cases of emergency only. 


NOT normally available to CIG civilian 


| 
| 
{ 
| 
Fs 
| ne on (1). Facilities of the Military Dispensary are 
| employees. 
\ 
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am ' 
. 
| b. Military employees: | | | fe 4 
: : (1) Emergency Room facilities: _* | a : 
: 
: (a) Available to military personnel as required, : 
: (2) Dispensary facilities: Bie ieee | —— 4 
; (a) Military personnel and their dependents ; 
: . may receive medical and dental treatment, | 
( physical examinations and immunization jaa .| 
Pal 5 shots at the Dispensary during scheduled ye 4 
7 hours, .- 4 
7 : , - (b) Facilities available: : 
(1) Consultation Rooms : Pe * a 
(2) Dental Clinic ie | : 4 
(3) General Treatment Room din vet Ae | 
(4) Laboratory (for clinical studies) 
: (5) Pharmacy | ae 7 
(6) Physio-Therapy | a . 
(7) Xeray Room | : 
i , 
. 2. GENERAL REGULATIONS: 
& Hours of service: . 
(1) Emergency Rooms ‘4 
ee 8:00 aeme to ds 30 PeMe, Monday through Friday, 
| with the i a of legal holidays. _ 4 
i 
I (2) Dispensary Service: | ; i 
| eee 
(a) Sick Call, 0800 = 0930. a es : : 
(b) Dental Sick Call, 0830- 1030 | . 4 
(c) Immunigations , 0830. - 1600 4 
: : : : : 
| b, Emergencies, during off-duty hours: | _ : i 
Ps ' ’ if 
o 4 : : ze 
ee (1) Military Fr 
P. a | 
2 (a) In general, military personnel and their | 4 
cue dependents will report to the Army install- . e 4 
aah ation closest to their residence. Complete . 4 
i zoning instructions will be found in ogee 4 
Es WD Memo No. a | Sees 7 fe STAT | 
. | | j 
| 
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(b) Installations available are: 
(1) Walter Reed Hospital, GE 1000, Ext. 1 
(2) Fort Meyer Hospital, CH 3000, ask Op. 
(3) Bolling Field Hospital, FR 9000, Ext. 42112 
(4) Fort Belvoir Hospital, TE 7200, Ext. 15 
(2) Naval and Marine Corps 


(a) Will report to the Navy Dispensary at 18th 
and Constitution Avenue, Ne We 


(3) Civilian | ; 
(a) In cases of EXTREME EMERGENCY ONLY, when 


private facilities are not available, may 
all Providence Hospital, TR 2000, 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Executive for 
Administration and Management 


_ ATTACHMENTS: None 


‘DISTRIBUTION: All CIG Employees 


it,anr $2. Od tO” 


STATINTL 
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CENTRAL INTELLIGENCE GROUP 


| Teg Washington, D. Ce ues 
P: t ¢ wo Fh ' | rr ~ 
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(. 
(yi 9 July 1947 
i MEMORANDUM 
TAR 3 NUMBER 


oe SUBJECT: Survey of Safekeeping Equipment. 


: a a EFFECTIVE UNTIL CANCELLED OR SUPERSEDED 


. _CIG is prcextly Panda with an acute shortage of . combination type ‘safe 
a cabinets and Mosler safes. As a result, it is becoming increasingly 
difficult properly to safeguard classified documents in the custody of 

the organization. Conditions are such in the safekeeping container field 
that equipment of. this type cannot be purchased except for pores re ree hy. 
deteyed delivery. 


2e In the hope of easing this situation, a physical chapection of the 
contents of safes and safe type files located in the various offices of 
CIG will be made by representatives of the Physical Security Branch, 
Executive for Inspections and Security, and the Supply Division, Services 
_ Branch, Executive for Administration and Management, beginning approxi-= 
mately 14 July 1947. The aim of the survey is to determine whether equip= 
ment of this type is being utilized for the purpose for which it is intended. 


= Se In keeping with standard filing practice, those documents of © lower 
classification which are directly related to documents of a higher classi- 
fication may be filed together with the papers of a higher classification 


- dn safe files or safes as directed by Security Regulations in force at this 
< timee 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE : 


RESCINDED PER CIA GENHRAL ORDER 


Deputy Executive for Administration 
and Management 


Reproduced 14 July 1947 
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CENTRAL INTELLIGENCE GROUP 
Washington, D,. C. 


. 23 June 1917 
MEMORANDUM 


NUMBER [| 
SUBJECT: Use of CIG Inter-Office Chain Envelope 
| EFFECTIVE UNTIL CANCELLED OR SUPERSEDED 
le GENERAL 
@e When Used 


- Effective 1 July 19,7, the offices of CIG will use the 
official CIG inter-office chain envelope for the transmittal of © 
documents below TOP SECRET in classification and which are traveling 
within the CIG Messenger and Courier Systems to other offices of 
CIG. Under no circumstances will the envelope be used for the trans- 
mittal of TOP SECRET documents, Documents will not be transmitted 
outside CIG in the inter-office chain envelopes 


be Stocking of Inter-Office Chain Envelopes 


_Each Office Message Center, and designated pick-up and 
delivery points within Offices which are’ located in buildings 
separated from the Office liessage Center, will be supplied by 
Central Records with the number of inter-office chain envelopes 
needed to begin operation. Requests for such envelopes and the 


b eeded should be teferred to ee extension 
efore Friday, 27 June 1947, 


Ce Delivery of Mail to Office Message Center 


Ail mail delivered to an Office ilessage Center by CIG Regular 
Couriers will be contained in CIG intereoffice chain envelopes, The 
responsible individual in the Office Ilessage Center will detach the 
receipt (CIG Form 35-16) from the inter~office chain envelope, acknowl- 
edge receipt by signing Form 35-16, und give signed receipt to the | 
Couriers 


2. DISPATCHING OF CIG DOCULEM IN INTER-OFFICE CHAIN ENVELOPES 


ae Additional Meapping Not Necessary 


The Office ilessage Center will dispatch by Courier all out- 
going intor-office mail (and that intra-office mail which is destined 


for a segment of an office housed in a separate building) in CIG 


inter-office chain envelopes without additional wrappings A separate 
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inter-office chain envelope will be prepared for each Office Message 
Genter to which materials are being sent, 


be Preparation of Face of Envelope 


It is essential that the columns appearing on the inter-office 
chain envelope be filled in completely, and that the office designation 
always be indicated. If it is the desire of the sender to dispatch the | 
document to a specific individual, the individual's name may be noted 
in parentheses after the office designation; for example: : 


TROM: OCD — TO: ORE (Attn: lr. Blank) meE 


In all instances, room number, when known, and building will be 
indicated in the proper colum, The GIG inter-office chain envelope 
will not be thrown away until all spaces have been used, or until the 
envelope is completely worn oute If an Office Message Center accu- 
mulates a stock of envelopes which exceeds its needs, the surplus 
will be returned to the Courier serving the Officee 


c. lail Transmitted Outside CIG 


Mail to be transmitted outside Cis will be prepared at the 
Office Message Center for ultimate transmittal, This will include 
packaging in the manner prescribed by the Security Regulations (Ge Boy 
double envelopes when the security classification is SECRET or CONFI- 
DENTIAL), and will also include preparation of appropriate transmittal 
instructions (es ge, postage slip Form 35-11 or courier receipt). The 
outgoing log number assigned the mail by the Office Message Center will 
be placed in the upper left-hand corner of the transmittal envelopes | 
The Central Files copy of the correspondence will be clipped to the 
back of the envelope. -h*s mail will then be transmitted to the 
Central Mail Room ina + tereoffice chain envelope addressed to the 
Gentral Hail Reom for dispatch outside of CIG through appropriate 
Courier or mail channelss . 


d, Transmitting CONFIDENTIAL or SECRZT Documents 


OEE PLAID | 


The CIG inter-office chain envelope, when used to transmit , STATINTL | 


CONFIDENTIAL or SECRET donuments, will be sealed with one CIG gumned 
label and the initial of the sealer will be entered in an appropriate 
place on the seale These seals may also be obtained rrea[ | 
Under no circumstances. should scotch tape be used to seal 

office chain envelopte - 


Ce transmitting Unclassified or Restricted Documents | 


The CXG inter-office chain envelope, when used to transmit 
only unclassified or Restricted material, need not be sealed in any 
manner, but the envelope flap should be pushed inside. 


sleet ue resnpuenetansnn im tnnaettntn tC tO LCCC AA COLO CAO OA A cee neni perenne ranyemmenrttn nee ier renimeun aeteasnni stm tala taney RA A TE SN sete eee re ‘sidies Seedtanaepit 7 
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the inter-office chain envelope will sign the original copy of receipt 


seetest aoe 


Das 


fo Inter-Office Chain Envelope Numbering System 


Each Office lessage Center and each designated pick-up and 
delivery point within an office will initiate its om numbering series 
for the inter-office chain envelopes, This number will consist of the - 
month expressed in number and the next unused consecutive number; e, Bey. 
if the first envelope is dispatched in June, the nuwnber would be bmts 
if the tenth envelope is dispatched in July, the number would be 7=10, 
Since the second number is the identifying envelope number, it would 
continue in numerical sequence until the end of the calendar year, 
Thus, if 320 envelopes have been dispatched as of December 31, the © 
last one would be numbered 12=320. At the beginning of the next 
calendar year, a new series would be initiated; the first envelope 
in January of the next year being numbered 1-1, This office envelope 
number will be placed in the office of dispatch column, before the 
name in the "From colum, The number appearing on ‘the envelope will - 
also appear on the receipt attached to the envelope, Receipts for . 
the envelope will then be prepared in CIG receipt book (CIG Form 35~16) 
in duplicate. Form 35@16 is in triplicate; however, only two copies 
are to be used and colors may be disregarded. The original copy of 
the receipt will be stapled to the envelopes. The Office will retain 
the carbon copy of the receipt. This copy will be signed by the 
Courier who picks up the document, The number appearing on the 
receipt and the inter-office chain envelope will be noted in the office 
log opposite the individual papers transmitted in the inter-office 
chain envelopes This will provide a record of the documents in any 
one envelope, 


- Se Bulky Documents (Classified) 


Classified documents which, because of bulk, cannot be put in 
the inter-office chain envelope, will be wrapped in a satisfactory 
manner, taped with CIG gummed seals, and forwarded in exactly the 
same manner as an inter-office chain envelope. 


3e OPERATION om COURIER AND LESSENGER SYSTEI 
| Qa Courier Pick-Up and Delivery 


The system will operate in the following manner: The inter 
office chain envelope, after being Signed for by the Courier on carbon 
copy of receipt Form 35-16, will be delivered to the appropriate 


Office lessage Center by Courier, The Office liessage Center receiving 


Form 3516 and return receipt to the Couricr, The Contral Mail Room’ 
will maintain a file of all comploted receipts for location purposes, 


De liessengor Pick-Up and Delivery 


Central Records will provide the Office Message Centers with 
pick-up and delivery messenger service from and to appropriate points 
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within the office which are located in the same building as the Office 
Message Center, Pick-up and delivery from parts of offices Located in 
different buildings will be made by Courier as indicated in paragraph 


2a above’ 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Deputy Executive for Pergonne 
and Administration * 


ATTACHMENTS: = None 
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#.° CENTRAL INTELLIGENCE croup ; - eee 
_ “lashin gton, De Cs : j  ILLEGIB 
| i | | 
eee — MEMORANDUL | pean ee | \ 
BTAT Boe. wurBER[ | OT si aig Nae \ 
i At & l 
. yo SUBJECT: Rogular Transrortation Service Botwoen CLG and Pentagon i 
E Buildings | , i 
ERPECTIVE UNTIL 80 JUNE 1947 UNLLSS SOONER RESCINDED | 
| 1, CIG Memorandum Numbor 30 dated 19 May 1947, Subjoot: "Rogular | | i 
. Trensportation Service Between CIG and Pentagon Buildings", is . if 
rescinded and the following is substituted therefor, effoctivo : : 
Tucsday, 17 June 1947, ee : [ 
ee Repular hourly bus service between North, North Interior, and L 
Pentagon Buildings will operate as indicated in the schedule : Hl 
below: . a | i 
S@J TH BOUND 4 
Leave North Interior 0820 0920 1020 1120 1220 1320 1420 1520 i 
pad 2210 L Street 0825 0925 1025 1125 1225 1325 1425 1525 ; 
oy NS North Bldg. 08270927. 1027 1127 1227 1327 1427 1527 — i 
: a <2 ' Admin, Bldg. 0829 0929 1029 1129 1229 1329 1429 1529 i 
 . “a Que Bldgs 0851 0951 10381 1151 1251 1331 1431 1531 i: ' 
eee ts CEE Didies 0833 0953 1033 1133 1233 1333 1433 1533 aA si i 
Arrive Pentagon Bldg. 0840 0940 1040 1140 1240 1340 1440 1540 , h 
: on ‘ . ds 
oe A NORTH BOUND — | 
: See wr oe ree 
Leave Pentagon Bldge 0840 0940 1040 1140 1240 1340 1440 1540 : 4 
ae Ss North Bldg. O848 0948 1048 41148 #41248 41348 1448 1548 _ E 
pa Admin. Bldg. 0850 0950 1050 1150 1250 1350 1450 1550 i 
: Que Bldge 0852 00952 1052 1152 1252 1352 1452 1552 , ee 
_ "i" Bldge 0854 0954 1054 1154 1254 1354 1454 1554 " 
Ba " "2210 TE Street 0857 0957 1057 1157 1257 1357 1457 1557 4 
Arrive North Interior 0902 1002 1102 1202 1302 1402 1502 1602. 4 
: i 
The North Interior Building stop is at the 18th and:F Streets, N. We, | a: 
entrance and the stop ot the Pentagon Building is at the Mall Entrance. 
| — Se Requests for special cars to’ any of tho ‘buildings indicated in the 
STATINTL above schedule will not be furnished except in cases of emer fency « 
; , 4. This service will not be available on Saturdays, Sundays, or 
: holidays. . 
STATINTL 8, ALL requests for transrortation outside of this schedule should be 


directed to the Motor Pool, Isctonsion 2284. 


FOR TIE DIRECTOR OF CENTRAL 


ESCINDED FUP CIA GENERAL ORDER = 
Dey 


eae xecutive for Personn 
~ ATTACHMENTS: ° None: are and Administration 


DISTRIBUTION: A Se 


: | ! | : 2 (ae? 
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CENTRAL INTELLIGLNCE GROUP 
Vinshington, De Ceo 


16 June 
LEMORANDU I 
weer [| 
SUBJLCT: Policy on Promotions of Civilian Employees in CIG 
HEPECTIVE UNTIL 30 JUNE 1947 UNLESS SOONER RESCINDED 
le Thero is hereby established within CIG a nromotion yolicy to 


‘cover promotion actions for all civilian versonnel yaid from 


vouchered fundse: 


2 CIG employees will be rromoted within the agency to advanced 
grades when such vacancies occur, subject to the following conditions: 


(a) “A vacant position of a highor classification must existe 


(b) The individual must meet qualification requirements of 

«the rosition for which he is being recommended in 
accordance with the standards established by the Civil 
Service Cormission or by CIG. 


(c) Promotions of more than one prade higher than the grade 
held by employee at the time of recommendation are. not: 
to be recommended. 

(d) ‘ The following table specifics the time in prade require- 
ments to be met vrior to the initiation of action 
recommending a promotion: . 


TIMI Ill GRADE - 


P: SP CAF crc 
1 1 1 
2. 2 2 oe | 
3 3 3 3 lionths 
4 4 
5 4. 5 

1 6 sg 6 6 Honths 
7 6 a 

2 8 ey cae 8 . 
low. <—e 

10 

4 11 

5 12 12 Months 

6 

a 
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Rar E I RETIRE MUTE A te BE SI IS 
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Se Reconmendations for promotions will include a statement that tho 
requirements sot forth in paragraph 2 of this memorandum have been 
mete ; 


4. No excentions to the provisions of this memorandum will be grantod | 
without the specific written approval of the Director of Central In- | 
tellirences . . ; . - 


5s This meniorandum does not pertain to within Grade jiromotions which 
will be made as rrovided for in: Section 402 of the Federal Lmployces 


Pay Act of 1947. Such Promotions will be automatie as reauired by law. 


FOR TEE DIRECTOR OF CENTRAL INTELLIGENCE: 


stan 


e 7 i 
Denuty EXooutive for Porsonnel ! 


and. Administration bay 
: cy ° 
ATTACHHINTS+! None ae 
DISTRIBUTION; A | 
} 


va pereeerie tens ntti 


STATINTL 


} 
t 


pF eerie oermares ty meee ear 8 te NENY The: yemity «tm need ap mee aed ops 


wecucsin «Approved For Release 2003/01/27 : CIA-RDP81-00728R000100040027-1 : 
<= -RESTRIOTED ' 
CONTRAL, INTSLLIGSUCS. GROUP : 
Vashington, D. C. : 
; i 10 June 197 fF 
2 \ 
i i 25X1 
MENORANDU?! : 
Xt ‘uber L___] 
[ SUBIuCT; ilitary anc Civilian Service Record : : 
SPACTIVG UNTIL 30 JUNE UNLESS SOONER. RaESCT -UDSD 
| le A Wilitary and Civil jan Servi ce Record, Form 37-21 copy | 
i attached) will be prepared by each military and civilian et mplLoyee 
on duty pea CiG on date ef receipt of this memorandum. 
i 2e ach Kapistant Direct or and head of a staff section 
will be respons sible that. these forms are completed by all personnel 
on duty under his jurisdiction not later than 16 June 19117, 
8 Completed forms will be forwarded with a covering menorandun to 
Chief, Personnel Division, P % A Branch, 
| 3Be “ihenever any change in status of an individual exmloyed 
by CIG occurs, a revised [litary and Civilian Sore Record will 
be prepared and forwarded as indicated ‘in paravraoh 2 above. 
~ . SOR Ti DIRICTOR oF O2NTT RAL Ih TELEICS CB: 
) a ¥ s 
25X1 
one Denuvy mxecutave sor Personnel. 7 
25X1A . and Administration ; i 
. RESCINDED PER CIA GENERAL ORDER i al 6 ak Doo. Gl 
ATTACIC TS (1) Porm 37-21. . ; Me . ‘ 
: DISTRIBUTION: A a | Gad i 
{ ¥ a 
ae 
| OR ?FECTIVE 30 Ne 1947 cig MEM ORANDA WILL REMAIN IN FORCE UNTIL CANC ALLED OR u 
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RESTRICTED 


CENTRAL INTELLIGENCE GROUP 
MILITARY AND CIVILIAN SERVICE RECORD 


miss [J 


LAST MIDDLE (OR MAIDEN) DAY YEAR 


BIRTH DATE MONTH 


PRESENT ASSIGNMENT OFFICE ag BRANCH : DIVISION GRADE OR RANK 


MILITARY SERVICE RECORD 
1. ARE YOU.NOW ON ACTIVE DUTY IN THE UNITED STATES MILITARY OR NAVAL SERVICE? ves[__] nof__] 
AF "YES", CHECK (0) WHETHER: cr 

REGULAR ARMY [_~] REGULAR AMR FORCES [—~] REGULAR MARINE CoRPS [C7] 


AUS fe 22) = AIR FORCE RESERVE [[] MARINE CORPS RESERVE [7] 
ORC Ca] REGULAR NAVY ee | 
NATIONAL GUARD [___] NAVAL RESERVE | 


RANK . SERIAL NO. 


2. 1F YOU ARE NOT NOW ON ACTIVE DUTY, HAVE YOU EVER BEEN IN THE UNITED STATES MILITARY OR Rawal SERV KCE? 


Yet p=. * ‘Nol 
IF-"YES", CHECK (~) WHETHER: 2 a aoe 
REGULAR ARMY [1] REGULAR AIR FORCES Co] REGULAR MARINE CORPS [——~] 
AUS | AIR FORCE RESERVE []  — MARINE CORPS RESERVE C7) 
ORC ~ C=] ReGutar Navy een 
NATIONAL GUARD [7] NAVAL RESERVE cc 


RANK SERIAL NO.. 


a Bt ne 
INDICATE WHETHER RETIRED OR SEPARATED DATE 
ARE YOU NOW IN THE RESERVE CORPS OR NATIONAL GUARD? — YES [J No (7 


INDKCATE WHETHER NATIONAL GUARD OR RESERVE OF ARMY, NAVY, AIR FORCES OR MARINE CORPS 


PHYSICAL QUALIFICATIONS. 
1. HAVE YOU ANY PHYSICAL DEFECTS OR plaeir lites? 
G!VE COMPLETE DETAILS. 


Yes] Not] IF THE ANSWER IS "YES", 


Yes] so IF ANSWER 1S "YES", STATE PERCENT DISABILITY ___% 


2. ARE YOU A DISABLED VETERAN? - 


CIVILIAN SERVICE RECORD 
4. CHECK (w) CIVIL SERVICE STATUS: PERMANENT [___] 
INDEFENITE (TEMPORARY, WAR SERVICE, ETC;) Et 


~ PROBATIONARY (7) 


2. GIVE LENGTH OF FEDERAL SERVICE (INCLUDING MILITARY SERVICE): YEARS MONTHS ___DAYS 


3. CHECK (4) LAST EMPLOYMENT: FEDERAL [7] NONFEDERAL [__] ~. NO PREVIOUS EMPLOYMENT [7] 
IF FEDERAL, GIVE NAME'OF DEPARTMENT AND DATE OF SEPARATION. 


%. ARE YOU THE UNMARRIED WIDOW OF A VETERAN OR THE WIFE OF A DISABLED VETERAN? 


SUGNATURE OF EMPLOYEE» 


_-RESTRUCTEN_ 


COMPS NTAT, 


Carte Torre 103 1 GROUP . 
“asaington, De Ge 


ee 


| i 7 oe | | 9 June 19h 7 i 


LAE ORADU?: 
UI BEN ca 


SUBJECT: Dissewination of CIC Publications Outside the Federal. 
governncny 


P5X1 


ttn Re tre se Adm SIMRO FE LA OETA ATE i eh PEE CLEP AEE OTT 


WFMICTIVG UTIL 30 JvIm 1947. UNLESS SOOrR RESCINDID 


: i . 1. POLICE 


[3 It-is the general »oliey of. HHS Central Intelligence Group not to 
furnish its publications to private individuals, corporations or other 
non-federal’ orsanizations. Tn no ‘instance, . and regardless of excep- 

tions belay, will.a publication above the classi?4 ication tRestric ted" 


: be furnished to such individuals or activities crithowt the spres 
ee . 4 uvnorlyy of the Director. 


i 

H . : : ‘ : : ; ; . 

: The Follows ne mabe rial is made av, vatlable on a basis of clear: 
acvantase to GEG or reciprocity for sini lar material: 


a Publications which the Office of Operations gives to 
certain press anc radio representatives 1 with offices in Washinton, . 
D. Os, to universities and colleges thr ouga the Library of Congress, 
Se... cil to certain foroisn governnc: vés and. international bodies. 

be. Corba in technical oublica' atons sent by the FBIB 
individuals, forelen soveriments and others. 


5 
: 


Parveen erway . sews 


(Be AUTNORIVE POR SUTURG ZX SEPTTONUS 


emo oie SS gts TS 


a. Distribution of CIG oublicati ons to non-covernnent sources 
will be limited to the number and ‘type of recipionts anproved by the 
Office of Collection and Dissecvination and to channels of Cisse: xe 
nation axproved by OCD, mxce ations to the ogra) policyv will be 
made onlsr ‘in. those cases which are shorm to be to the clear oe 
of CIG or in which a reciprocal agreement benefietal to CIG has bee 
arranced. or ; 


Sor 
unelassii- ied material will be referred to OCD for approval or Bg 
preparation of a negative re ply, after any necessary coordina’ Lo on 


ne 


with the General Counsel or ot ner office. Seneerned 


- CO: ED, SeTTA 


"come vemos te 9 ST cmmectneieeiond cok 


~ (1349) ie oe 


i 
} 
| 
i 
i 
he b. ilereafter, all. reque sts from non-govormmont soure 
i 
{ 
i 
§ 
[ 
J 
{ 
| 


Rica Sue MLAPRC RR TAT ER EER OR SEER 
i a netemmeneanel vu 


Sn ee CIE AEE SL Fe gitar ee 


i 


i 
i 
} 
} 
q 
| 
fos 
| 
i 
a 
a 


RT TRI San hy ee. 


comma NT TAL 
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Ce The dissemination of classified 
these security re gulations, all requests fo 
cations from applicants oubside the Sederal 

forwarded to OCD for action as out ined in 


material is covered in 


the CIG Security Regulations. Within the lizaitations prescribed by 


vr OIG classified publi- 
Goverment will be 
pararranh 3b above, 


POR THE DIRECTOR or CHITRAL IT SLLTOR ICE 
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CLIRAL INPILLICENCE GROUP 
Washington, D.C. 


9 June 197 


1100 ORANDUM 7 7 } Pe 
NULBER = Sie cee; 


SULJHCT: Rescission of CIG Memorandum Number 33 


“EFFOOTIVE 9 JUN 197 


oe elm 


le CIG Hemorandun Munber 33, RESTRICTSD, dated 2 June 19,7, 
Subject: "Dissemination of CIG Publications Outside the Federal 
Government," is rescinded effective this date, 


f° 2) FoR TEE DIRACYOR OF CENTRAL INTELLIGENCE: 


RY. ‘Deputy Executive for Personnel’! 
“4. an Adninistration 


ATTACINGIMITS: None 


_EWFEOPIVE 30 JUNE 1947 Clg MEMORANDA HAVING BEEN . RESCINDED NOT EFFECTIVE 


AYTRR 1, JULY, 1947 


 RESTRICTIAD 


‘A 


a: 


4 


Sica! 
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Cua TRAT, IT. SU TGICls GROUP : 
Washington, D. C, . 4 a 


9 June 197 


MENORAUDUIL | | te 
munBin [| : 7 


SUBJECT : CIG Revresentatien on Advisory Comittee, Board on a ay (ol 
Geographical Names ; 


AFFECTIVE URI 30 JUS 19h? UITNSS SOOHIR RASCTNDD 


oun 


le; EE | ffice of Reports and Mstimates, has ‘been 
apnointed CIG Re»resentative on the Advis ory Commult vtee, Board on 
Geograpnical Namcs. [___ | is Located in Room 101, Central. 


Building, Hitension{_ | | 


2. The Board on Geographical. fiames is charced with the primary 
: “func tin and responsibility of obtaining uniform usase in geographic 
homenclature and orthogranhy throughout the Tederal Government and 
is thegstandard authority for all unsettled questions of this nature. 


I: FOR TE DIRICTOR OF CHITRAL IrEn.Ic ues ng : 
. ae) 

ne, i 

25X1A OY 

Ce < 

a | 

, Deputy Hxecubive for Personnel: 

ie and Administration 

oe ATTACIZ ETS: |. None ‘ 

25x18 . DISTR TBUTION: ; A 


RESCINDED PER CIA GENERAL oRDE NO. 


‘BFFEOTIVE 50 JUNE 1947 CIG MEMORANDA WILL REMAIN IN FORCE JNTIL CANCELLED OR 
pate iSEDID 1 sf 


MASiRIcN3D 
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OSUERAT, LUTELLIGUNCL GROUP | : ys 


‘Jashington, De Ce. 


Sor eT 


5 June 1917 


(STATINTL 


25X1 


roy site nbn pias teint Seta a aca 


MSMORATTOUL! 
TU? DER. 


SUBISCT: Chance in oficial Vorki.ng Yours of C1IG 


(sorry Im maa (30 JUNE 1 19L7 UUs: SOOHER RESCINDED » 


arene nee rae) Ce ee 


1. Sffective Monday, 9 June 1917 » bhe regular wor} cing hours 
for all. activities of the Central Intellicence Group within the 
continental limits of the U. 5S. will. be from 0300 to 1630 from 
Monday through rida on each weelte 


siti esey teenie ec tein ag tet nce et ge I SER ISIN MOT A OPT OT 


2e ‘the new hours, as heretof ore, provide for a 30=8minute 
luncheon period. 


| STATINTL 


SOR Tits DEC ten oP GoNTRAT, LT IRLIGIUCE s 


POISE RATA MODE ETHEL 


_ Denuty Sxecubive for Persorne 
and Adininistration 


‘STATINTL ASTACIEENTTS: — Mone 


erie go aa 


DISTRIBUTION: To ALL ZG amployees 


7 


EFFECTIVE 50 TONE, 1027 CIG MEMORANDA WILL REMAIN IN FORCE UNTIL CANCELLED OR 


SUPERSEDED - ; 
{tA 03 oF Pent ae ee — : 
ooo LASES BBY) HCH j 


(1307) BECRIAED. 


RESCINDED PER CIA GENERAL orper[ | | Cea 02 8 
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Cis RAT) THTMNLIGSACs GROUP 
» Jasrington, D. C. 


2 June 19):7 
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It is the seneral policy of the Central Intellicence Group not to 
furnish its publications to private individuals, corporations or other 
“non-federal organizations. In no instance, and regardless of excep- 
‘tions below, willa sublication above the classification "Nes ee 


be furnished to such individuals. or activities without the expres 
een of the Directors 


SPT TOUS 


The following material is made available on a basis of clear. 
advantage to CIG or reciprocity for similar material: 


a. Publications which the Office of Operations gives to 
certain press and radio representatives with offices in ‘lashington,’ 


‘De Ce, to universities and colleges through the Library of Congress,’ 


and to certain foreign governnents and. international bodiese. 


be Certain technical publications sent by the FBIB to private 


individuals, foreign governments and otherse 


34 AUIMORTIY fou RUvURE EXcEPr Tous 


a. Dis stribubion of CIG publications to non-government sources 
will be limited to the number and type of recipients approved by the 


Office of Collection and Dissemination and to channels of dissemi- 
nation approved by OCD, xcentions to the general policy will be 


made only in those cases which are shown to be to the clear advantage 
of CLG or in which a reciprocal ag coment beneficial to CG has becn 


arranged. 


: ‘be Hereafter, all requests from non-government sources for 
unclassified material will be referred to OCD for approval or the 

prepanatlth 6 of alhécalave renly, after any necessary coordination 

with the General Counsel or other office concerned. 
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Ce The dissemination of classified material is covered in the 
OIG Security Regulations. ‘Within ¢ che limitations prescribed by. 
these securi ity regulations, all request vs for CIG classified ‘publi- 
cations from apolicants oubside the Fedoral Government will be 
forwarded to OCD for action as outlined in paragraph 3b above. 


POR TIS DIRSCTOR OF CBNTRAL, INTELLIGmcr: 


Deputy anéctvive for Personn 
and Adminis nee tion \ 


ATTACIDGGITS: Mone 


DISTRIDUTIOU: A 
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“SOETTRAL INTELLIGENCE GROUP «ad 


Washi ington, Ue Ce 


29 May 1917 


“MORAY DULL | | | oe eg 

ie NULDLR [] “| ry boxers b/ i Ere 

; STATINTL | nuk 2 oe 

<a SUBJECT: Candidates for the Sixth poceney: Administrative Intern eo 
_ Training Prog ram Be 


SOVECTIVE UIE. 1 JULY 197? UNLESS SOONER, RESCLNDED 
The Civil Service Commission has announced the sixth administrative 
intern - PYOGTAMs Tb will begin September 2, 19147, and continue through 
February 5, 1948. The Cen tral Intel Ligonce Group has been invited to. 
nominate candidates for. tne interns shin. 


Sa Le PURPOS! 


fhe purpose of this rogram is to assist Government agencies to- 
= _ discover and .train eto: veos possessing outstanding potentialities tor 
I administrative and executive responsibilities. The prograi is desircned Be Des 
; to provide the selected euployees vith work experience that will Lead 1 a 
40 the fullest possible use of their skills and abilities. Any. selected. 
eriployee mus be able to leave his. rog. wlan position for a period of six. 

‘ ronth tnSe 

{ Loe : 
Qe i) TEATION AD. SELECT LOW OF CANDIDATES = - DEADLINE ° 15 JUNE oh? - se 


“ae Supervisor Tortnatdion 


All nominations made by supervisors. must be sent to the aaa ; 8 
Training Section, Personnel Division, and’ must cemDay. Bee oy ot ee 
the following regulations: . A Pg ted meas 


{1}. Hach gandiaess must. be recommended by his imiediate Ch eee 
supervisor; (This must be a written recommendation. ) a 


(2) Gandidates must have a minimum of two years successful 
progressive tori: experience or comparable service in the. 
Arned Torces; 


(3). They mist nob de above CAT=9 or Pa3; 


{h) hoy must show good personal qualities and an aptitude - 
for, luadersaip in their work or in other activities; 
‘ae sp oP ’ ; 


ae: 
“HAVING BEEN RECINDED: NOT EFFECTIVE ATER | lL, “uy, 1947 
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(5) They mist be in good health, adequate for an intensive 
schodule - or wore and after hours activity; 


(6) Candidates will receive consideration regardless of the - 
type of work now perforined; 


(7) Gandidates must subait a completed form f37 3 


(8) Candidates must suomit:a letter setting forth their 
' yeasons Sor desiring to onter training as an intern. 


be Training: Sects.on Solections 


The Trainin; Section, Pors sonnel Divisi Lony is responsible for 
selecting the best qualified candidates fron among those 
recottienced, The ompyloyees chosen br the Training Section will 
be referred to the Interde; artmontal, Committee on Adminis=- | 
trative Interns, whore thoy will ontor competition with candi- 
dates fron various othor Goverment agencics. About 30 interns 
wil be sela acted from action all candidates. 


Selection of Taberns 

The : ection of interns wa be made by the Xnter- 
denartacntal Commttoe on Adwinistrative Inverms by the 
following me bhad St 
(1) Gareful study of candidates! vast work ic epericnce; 3 

(2) Agencies! recommendation; 

(3) Tritton 1 oxamination, conduc tod by American University; 


<4) Pore sonal Interviews 


“Be. PRATT sD SCOPE OF fn IG 


ees 8 tet one, eed aime can sian ap ere oe ea tee oe 


The tradaing wilh consist of —-= 


ae Orient vatzon on 


™ itial »ersonal counsel nv, orientation and a pr rogram of 
training and work exmericnce for each individual, Int terns 
“WLLL Be fs: von an over ~a11. view of the administrative opera- 


be Ro tabing Vorl: Ass sLonme nts 


A nad loremade” schodule of rotating stork: progra “Sy based on Cy 
ai analys is of individual needs, to give cach intern a varied | 


81-00728R000100040027-1 


Approved For Release 2003/01/27 : CIN RBE OT 0 r2breno 1000s 0027" i oe 


ee y , 
‘ : ‘ : pee 
- -~ , 7 a 


smoerionce iin phases of Government acninistration, Such 
‘programs will not be Lizited to workin Uhe internts 
sponsoring agency, but may be arranged wherever he would 
: fe be most likely to gain the best exporionce. 


i 

Re . 

i ? 2 os 

i: 8 Ce Supervision 
i Poe etree 


Interns will be under the general supervision ef an agency 
advisor snpointed by their sponsoring ALCNCY. . : 


LS 
i oo ¥ : 2 
oe ; d.  Grovp Discussion 7 . ne 


f Weekly meeting featuring recosmized authorities. in and out 
, of the Covernmoent, | 


: Ce Comseling ; 


non 


a Conferences with the training advisers, periodic work reports, 
gelded reading, anc other instructional devices, 
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Outside college study is required, The Amarican University 


has made available a one-course scholarshin for each intern, 4 
Le  ADITTTONAT, IPORAT ION | : 
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7 Additional infornation royarding any phase of? the internship may 


i be obtained br calling Training Section, Persomel Division, 
extension 
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CENTRAL ‘INTELLIGENCE GROUP 
. Washin gton,D.C. 


SUBJECT: CIG Information Report, Form No. 5l=4 (Jone 47) 


EFFECTIVE UNTIL 30 JUNE 1947 UNLESS SOONER RESCINDED 


' 
le EUpECSe 


The purpose of this document is to prescribe a uniform method 
i bs . for the preparation and use of subject forms 


2¢ SCOPL AND CONTLNT 


Group with a standard intelligence information report form which 
would meet the specific needs of ench of the operating offices. 
Form 51-4 will be for the use of all CIG offices other than the 
Office of Special Onerations. . Form 51-4A will be for the use of 
the Office of Snecial Operations. 


- . b. This order will encompass all procedures and nomenclature 
_.to be used in preparation of the forn. 


= | | " ¢. Specifically exempt from this order are the preliminary 
procedures now required by the Office of Special Onerations. 


3. PREPARATION OF FORM 


Qe Subject form will be prepared by the office originating 
the intelligence information report. ‘These offices will: 


(1) Prepare the report ¢ on master ditto stencil (Form 
No. 51-4). - 

(2) Forward the finished master ditto stencil of the 
report to the OCD Reading Center for processing in accordance 
with OCD functions... 


(3) Classify the report in accordance with existing 
CIG security regulations, oad type classificction on the 
form as indicated. 


(4) Indicate broad restrictions of any type which 
should be shown. on each copy of a report, if special control 
_of distribution is required. These restrictions are to be 


\ 
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typed on the master stencil. For example, if the. report 
should not be made.available by receiving agencies to other 
than U. S. officials, notation would be made similar to 
"CONTROL; U.S. OFFICIALS ONLY." 


(5) Indionte by rubber stamp or other notation that 
will not rerroduce on cories of the rerort, ‘in the upper 
left hand corner of master Gitto stencil, recommendations 
for distribution to particular agencies which would not 
normally be considered as logical recipients of the renort 
by the OCD Rendine Center. . Conversely, if the originating 


office believes thut certain specific agencies should not 


receive the resort, such recommendations should ilso be 
indicated in the upper left hand corner of the master ditto. 
NOTE: This information is for OCD Reading Center use only 
and will not be nlaced on the master stencil in such o menner 
as to print on copies made from the stencile 


DETAILS OF FORM 


me ‘The CIG office originating the report will be responsible for 


completion of the fomn in detsil with exceptions as noted in para- 
graphs 4a(6) and°4n(12). The following definitions will be used: 


(1) counrTr 
. ‘Show the country to which the information pertains. 
(2) SUBJECT 


Indionte the general subject of the inform.tion con- 
tained in the report. | 


(3) PLACE ACQUIRED 
Indicate the country or geographical area in which the 


information was secured. .For example: The country 
&s Specified in para a6 cht 


¥! 


Wherever possible, . 
the specific city or tovm within the "Place Acquired" 

; , Should be named. "Place Acquired" is not the place 

. where the report was first written. : 


(4) DATE ACQUIRED: 


- Date on which the informntion was collected in the 
field by the source of the information. 
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(5). REPORT NUMBER 


(8) 


(7) 


(8) 


(9) 


_(10)- 


(a) Each report will be numbered by the orig- 
inating office in such a way as to distine 
guish it from any other CIG reporte. Each © 
office or branch will use an identifying 
symbol as a prefix to the report number, 

+ For examle, the Office of Snecinl Onerations: 


uses & prefix; the Contacts Branch, 00, : 
the Forei Broadcast Information 25K1A 
Ss [ the Documents Branch,. -25X1A 

é se . Bae F 


-25X1A. 
DATE DISTRIBUTED 
Date on which the report is distributed by the 
Central Intelligence Groupe This space will be 


left blank by the originating office ond will be 


accomplished by the Information Distribution Unit, 
P.& A Branche 


NUMBER OF PAGES 


Enter the total number of pages comprising the ~ 


ronorte 
NUMBER OF ENCLOSURES | ; 


Enter the total number of enclosures to tho basio 


revort. In addition, the enclosures will be. 
identified by a listing «t the end of the reporte 
This listing will be as briof as possible; abbrevi- 
ations will be used whenovor practicable. 


SUPPLEMENT TO REPORT NUMBER 


If the report provides additional information which — 
supplements or changes a previous renort, the 
@riginnting office will so indicate by inserting 

the report number of the previous revort or rcports 
in this space. | a 


GRADING OF SOURCE irG4 ae + 7 
NE : ; 3 
(a) Originating office will accomplish in the 

appropriate box fron knowledge and experience 


with the source from which. the report was 
derived. . eg © SE 
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(b) If the source is docunentary, this soction need 
_not be filled in, and proceduro outlined in 
paragruph 4a(13)- below will bo followed, 


(11) COLLECTOR'S GRADING oF c ONTENT 


This will bo accomplished by the originating office 
end will be the grading which is furnished by the 


sources of that officos 
(12) CIG LVALVATLON oF CONTENT 
baarresemeenmnenarnaemmetrten tater menmetreme tere nn ea IE 


(a) This evaluation, when required, will normally be. 
obtained by the OCD Reading Centor through facil- 
itios of the Office of Rerorts and Estinatos. 
Procedures for scouring evalustions will be de- 
signed for expeditious accomplishment of this 
step and will be developed by OCD in coordination 
with the Office of Renorts and Estimates, 


(bd) Renorts prepared on subject form, when dispatched 
from CIG, will have the appropriate box under tho 
heading, CIG EVALUATION oF CONTENT, markede 


(13) SOURCE 


This will be accomplished by the originating office 
and will serve only as an indication of the source, 
except in the case of rerorts based on documentary 
sourcose The originating office will take nucessary 
action to assure that sources arc given full socurity 
protcction. If necessary to protect sources conrletely, 
this section will bo left blank. ‘hon the source is 
documentary end no security problems are involved, the 

—ccoouments will be identificd by brief title. If 
security is involved, the source will bo cited sinply 
as "Documentary", | 


(14) BODY oF REPORT 


This will contain the information as edited and pre= 
pared for distribution. If the report requiros nore 
then one page, only the first pnge will be prepared 

| on C1G Information Report, Form No. 51-4 (Jan. 47). 

| Succeeding pages will be on the regular legal size: 

| ditto stencil with each page anproprintely classified 
a ma numbered consecutively. These pages will contain _ 
| the proper REPORT NUMBER, as stated in paragraph 4a(5) 
above, in the upper right hand corner. 

| 
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(15) DISTRIBUTION 


(a) The Information Report Form contains two boxes at 


(o). 


tho bottom of. tho forme The first box indiontes 
external distribution of the rovort. This will 
bo accomplished by the Information Distribution 
Unit in accordance with instructions ¢iven by 
the OCD Ronding Contor. The numbor of copies 
distributed will not be indicated on the roport 
form; distribution will be shown by means of 

"X" marks in appronriate boxese 


Tho second box at tho bottom of the form nrovides 
for internal distribution within CIG officose 

The originating office will inticate its internal 
requirerents for distribution by "X" marks in 
annropriato boxese This intcrnal distribution 
will appear on all stencils oxcert for OSO dew 
livered to the OCD Rending Center for ncecomplish= 
ment of dissemination, and on those copies of 
reports returned to the originating office for 
internal ¢cistribution. It will not appear on 
conics pronared from the master stencil which 

aro distributed to agencies outside of CIG, but 
will be deleted froin those conies by the Informa- 
tion Distribution Unit, 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A | 


Executive for Personnel 
ond Administration 


ATTACHLENTS: None 


‘DISTRIBUTION: A 
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i CENTRAL INTELLIGINCE GROUP | : ear 


Yashinctony, De Ceo 


i: SE ORANDUL 19 Moy 1947 
e be NUMBBR CBin Se 2 jae ey et 
2 oo SUBJECT: Rcemular Transportation Servico Botwcen CIG and Pentagon as- oD 
Buildings | ae 


Re Nel ae na ha are 


: a EFPLCTLVE UNTIL 30 JUNL_1947 UNLESS SOONER RESCINDED 


- le Effective 13 May 1947, rcpular bus scrvico hus baw provided 
betwoon North Building, North Interior Building, and the Pentaron 
Building on an hourly basis as indicated on tho schcdulo below: 


| : Hours 


: - Loave North Building to North Interior 0850 0950 1050 
_ Leave North Intcrior to Pentagon 0900 1000 1100 
fo a Leave Pontacon to North Intorior . 0925 1025 1125 

i Lonve North Interior to North Building 0940. 1040 1140 


Thon covery hour thorecafter until last trip loaving North 
Intcrior Building to North Building at 1640 hourse 


3 


: . 2. Nequosts for spocial cars to cny of tho luLidings indicated in tho 
, abovo: schedule will not bo furmished excopt in cases of omorgoncye 


: %, Tho routo followed on the above schcdulo will begin at North 

i Building as indicated, stopping at South Building, Administration 
os Building, Roar of Que Building, 2210 E Street, 18th & F Stroote Entranco 

to North Intorior Building, and the Mall Entrance to the Pentagon Building. 


~ 
: 4. This sorvico will not bo available on Saturdays, Sundays, or 
holidays. 
De® ae 5, All roquosts for transportation outside of this schedule should bo ae: 
| . directed to the Hiotor Pool, Extonsion[ | sgn tae STAT 
ae eer a OR TIL DIRECTOR OF CENTRAL INTELLIGENCE: 
STATINTL, = - ea | DIRECTOR OF CENTRA : TELLI GENCE 


'Exceutive for Personnol © 
ond Adninistration 


ATYACHIENTS: Wono 
DISTRIBUTION: A _ Pe chi 
| RESCINDED BY CIG MEMORANDUM NO 40, DATED, 16th, June, 1047 


1 
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Washington, De Ce 


LLORANDUM - 19 May 1947 
sfayfy 


NUIBER | | tL 3 
L . - Dan dence pal Sie if 


SUBJECT: Saturday, Sunday and Holiday Duty, North Interior Building 0) 


if 


wet 


BFFECTIVE UNTIL 30 JUNE 1947 UNLESS SOONER RESCINDED 


le OIG Administrative Ordor No.[ _|datod 6 January 1947, Subjoot: 
"Saturday, Sunday & Holiday Duty, Now War Dept. Bloge", is rescinded 


Ze “Effootive 10 Huy 1947, Saturday, Sunday ana Holicay duty will bo 
performed by 2 duty officor and assistant who will bo doteilcd by 
_separato momoranda from timc to timo. 


3. Duty <fficors and thcir assistants will be on duty fron 0830 until 
1700 on Saturdays, Sundays and Holidays. The placo of duty for the 
duty officor will bo Roon 7135 North Intorior Building; tho assistant 
will. bo in Room 7133. Howevor, when tho Scerctary to the Dircctor | 
is proscnt, the cuty officor nay tako station in any other office of 
CIG in North Intorior Building and will be notified by the Scerctary 
whon it is. again necossary to take station in Roon 71356 


4.. Tho duty officor will kecp a signature list of all persons cntering 
and leaving offices of CIG in North Intorior Building, accopt dolivory 
of classificd and unclassificd material, acccpt visitors to any offico 
of CIG, answer all calls coming in to Room 7135, snd will take such 

initial steps as may be appropriate in any casce When he doons it, 

necessary, ho will notify the proper person rolative to urgont mattors 
so that action may be takone The prinary function of tho assistant to 
the duty officor will be to provido noccessary elorical end stonographic 
assistance. 


5. The Assistent Dircetors of Officos, Chicf of ICAPS, cond Excoutivo 
for PGA will submit te the Scerctary to the Diroctor not lator than 
1200 hours on the Friday preecding Saturday or Sunday duty, and not 
later then 1200 hours on tho day preecding a holiday tour of duty, a 
stend=-by list of two indivicuals who can be contacted, torcther with 
thoir hone address ane hone telephone number. Where officos maintain 
a fulletine duty officer on Saturdays, Sundays or Holidays, his nano 
ane telephone nunbur may be submitted in licu of the abovee The | 
Scerotary to the Dircetor will thon place these addrosses in the. duty 
officorts book which will also include a list of all porsons cntcring : ; 
offices on Saturdays, Sundays, or Holidays, ono copy of CIG Memorandum = : 2 
. Noe[_] one copy of CIG Scourity Rogulotions, RESTRICTED perscnnol os : 
. posters, and nceessary ‘telephone dircctorios. . er: ‘ 


6. The duty officor or his assistant will ruport to tho Socrctary to 4 
the Director, oom 7135, at.1600 hours on tho Fridey procoding Saturday 
end Suncay duty or on the day proecding holiday duty to be vbricfed 
relative to the uso of tolcphones and to rcooivo any specinl instructions 
-rolativo to the Diroctor's officce | 
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7e Duty officors and assistants.aro athorizod to exchange tours of 
duty with othor approprinto personnol; howovor, rosponsibility rests 
with the individual cotailed to report to tho Excoutive for P&A by 
1200 hours on Friday precoding the tour of duty tho nano of tho 
porson to roliove hirte | 


8. The cuty officor will ako o thoroush scourity chock at 1700 hours 


of all officos in ths Nerth Intcrior Building that have been opened * 
Guring the day in eorpliance with paragraph 10, Socurity Rogulations, 
ClG. <Any porson who ontors his éffico in the North Interior Building 
for purposes of work on Saturdays, Sundays, or Holicays will notify 
the duty officcr, who for sceurity purposos will list the arrivals and 
Geparturcs in the duty officor'ts bool. 2 


9e Tho duty officor's book will contain. nothins hircher than ROS TRI CTED 
natorial and at the conplotion of cach tour of duty, will be left on 


the desk of the Soorctary to the Dircotor in Roon 7135 after which tho 


room will be lockede All othor classified material will bo placed in 
tho duty officor's porsonol safo at 1700 hours on the cay of cuty ond 


. turned over to Excoutive Registry for distribution by 0845 the following 
nornnal work Daye 


106 All civilian personnel who are dcotnailed for this duty may be given 
compensatory tinc off o overtine in accordance with the provisions 
of Administrative Ordor » issuod 13 Novcmbor 1946. ° 


FOR THE DIRECTOR oF CENTRAL. INTELLIGENCE: 


Executivo.:-for Porsonnol 
and Administration 


ATTACHIENTS: None 


DISTRIBUTION: A 
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_ CENTRAL INTELLIGENCE GROUP 
Washingteén, D. C. 


HELO i | 7 19 May 1947 
NUMBER ; : 


SUBJECT: Hilitary Leave With Pay for Annual Training Duty 


le DEFINITION : 


Military loave is dcfined as the period of lcavo with pay fron offi- 
cial cuty outhorizcd for those civilian cmploycos who aro nembors of the 
National Guard, Officors Reserve Corps, Coast Guard Rescrve, or Neval 
\ilarince Resorvo, on cays on whi gh they arc engaged in training cutye 


ane, 
2e CONDITIONS FOR GRANTING NILI TARY LEAVE 


. oe LMilitary loave is granted only to "ropular" cmploycos of tho 
; United States and of the DistrLot of Columbia, as distinguished fron 
‘ed : _ temporary, substitutc, and when actually cuploycd rorsonicl.. . 


be ildlitary leave is granted for the purpose of training prospoc= 
tive nenbors of tho armed forcos of tho U.Se for active duty as outlincd 
in Chapter L1-21 of the Fodoral Personnel Lionual. 


Se WRATION OF MILITARY LEAVE 


+ In gonorel, « moxirum of fiftcon (15) calondar days military 
lcave "without loss of pay, tinc or officicncy rating" may be granted 

t in any one calendar ycar for sorvice with the organizations mentioned 
abovee 


. be When it is ncecssary for an individual to serve for a longer 
period, any timc in cxcoss of tho fiftoon (15) days maxinun will be 
chargod as annual lcavo or leave without pay, os determined by tho 
ernployco concerned. 


4... PROCEDURE 


a ed eatin lf 


An cnployce dcsiring military lcavo should submit a request to his 
irmcciato superior on Standard Forn No. 71, Application for Leave, . 
acconpanicd by two (2) copivs of his nilitary ordorse: The Form No. 72 
togothor with tho military orders will be forwardot throuch propor 
chemnels to the Pay Roll Unit, \Fiscal Scetion, and the leave will be ree 

_portca on the Tine ann Attcndeneo Roport, Form 11%, in the colurm narkod 
"Other" with the notation "lilitary Leave" placed in the “Ronarks" blocks 


STATINTL a FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Exocutive for Porsonncl 
end Administration 


ATTACHMENTS: None. 


DISTRIBUTION: A | bet (1092) 
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CENTRAL INTELLIGENCE GRCUP 
Washington, Ds. Ce 


MEMORANDUM = | | 1 May 1947 


MUBER[ 


SUBJECT: Policy on Clonrance of Pcrsonnol for Dutios with 
Central Intclligenco Group 


EFFECTIVE UNTIL SD JUNC 1947 UNLESS SOONER RESCINDED 
LL: LR STa tere Series Ga SLanLa/eardalneeberenre-esanhian cubitameasosbttvetrcanmeas 


C.IleG. Administrative Order Subjoct: "Policy on Clcaranco 
of Personnel for Dutics with Central Intellicence Group", dated 
25 October 1946, is heroby rescindod. offcetive this dato, and the 
following is substituted thorcfor: a 


le Tho President's lotter of 22 January 1946, refcrring to functions 

of the National Intelligenco Authority and the Dircetor of Ccntral 
Intolligenco, states: “In the conduct of their aotivitics, tho 

National Intelligence Authority and tho Diroctor of Contral Intclligenco 
shall be responsible for fully protecting intclligcneo sourcos and 
methods." : 


2e In the dischargo of this responsibility, it is impcrativo that 
personnel assigncd to or attached for duty with tho Central Intolligonco 
Group bc individuals: 


/ fie Of cxccllcnt charactor who are citizons of the United Statos 
and who have no menbor of the immediate fenily or next of. tin 
thercof subject to a forcipn power: 


be hose loyalty, integrity, discrotion and trustworthinoss aro 
unquestioncd; : : 


Ce Whoso financial status and habits arc such as to rondor un- 
likely their succumbing to ony temptation crising from thase 
SOUrCCS + 


Se To assure that pcrsonnel assigned to or attached for duty with tho 


Central Intelligences Group met the standards prescribed in the foro- 
going paragraph, the following proccdurcs will bo applicd in the 
investigation and clearance of such individuals: 


je Investigation will be conducted to the cxtont nocossary to 
“enable the proper dotornination of an individuai's cligibility 
in accordance with provisions of Paragraph 2, cxeupt for those 
individuals coverod by provisions of Paragraph 4 below. ‘Tho 


mininum investigation will consist of: 


(833) i CONFIDENTIAL 
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(1) A check of appropriate rccords of cach of tho following: 


: (an) Department of State. 
é (b) Office of the Dircctor of Intclligonco, War ‘ 4 
i Departments. . . ae | a 4 
: (c) Office of Ncval Intclligenco, Navy Departucnt. 4 
(a) Fedora Burcau of Invostigation (to include finger- 
: print files). . : 
(co) Polico Department in cach city of employment and 4 
rosidonco in the United States for past fiftoon 4 
| (15) years. ~ 
(f) Credit agencicse. 7 in ae : 
ss (2) Verificntion of the individual's Personal History Statoment 
i refardings . 
| | 
; (b) Citizonshipe 
(c) Education. 
: (a) Employment for past fiftcon (15) years : 
~ (3) Charactor investigation by intcrviows with personal 
rofcronees given by tho individual and with o minimum ; 
of throe other persons who have Imowlcdge of his activitics i 
over & period of time sufficicnt to onable a determination 4 
as to his charactor and integrity. d 
be Rerorts of investigations will bo reviowed in cach case by tho | 
Sccurity Officer of the Contral Intelligance Group who will 3 
ee : verify thet the above procedure has boon carricé out. Final 4 
Gceision as to the accentability of the individual for assignee 4 
nent to the Central Intelligence Group will rest with tho i 
Diroctor of Control Intolligcnce. . 
Se 4 
4. Where there hes boon a provious satisfactory charactor and loyalty 4 
Bi 


{ 

| 

| 
| 
j 

investigation by the War or Navy Dopartnent, Dopartment of State, or 
other Govcrnmont agoncy, or where there arc other available rocords 
| indicating a minimum of ten (10) years honorable Govermnont sorvico 
with no subscquent information creating a suspicion ‘of disloyalty or 
| question as to integrity, the information dorived thercfrom may, at 
tha option of tho Director of Central Intelligence, constitute tho | 
| 

| 

| 


basis for clcarance of an individual for assignment to or attachnont 
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for duty with th: Contral Intclligonce Group. Howevor,*in cach case 
of clearance based on a previous satisfactory charactcr and loyalty 
investipation or on the basis of a minimum of ton (10) years honornblo 
Government sorvica, a chook of appropriate records of tho Departmont 
of Statc; Offico of the Dircetor of Intclligenco, War Dopartnont; 


| “Office of Naval Intclligenco, Navy PoRsE iene: and tho Fedoral Burcau 


of Investigation will be madoe 


5. oe When an IAB nenbor agcney is requcstod to doteail personnel 
$0 duty with tho Contral Intclliponee Group, nominations 
of individuals for such duty will include a writton stato- 
mont cortifyins to their loyalty ane gencral intoprity based 
upon Imowlcdgo availablo in tho nominating ageneye 


be Such individuals, when accoptoed, will be permittod to ontor 
on duty with CIG provisionclly, but will thorcafter be checkod | 
for scourity in tho seme manner as for all other individuals 
ontoring on duty (sco para. 3 and 4 above). : 


6e Only upon specific approval of tho Dircotor of Central Intclligonco 
in cach case will.an individual be pormittod to ontor on duty with the 
Contral Intolligenoo Group prior to tho Wan eon of the full scourity 
clearance proscribed horoins 


72. All porsonnol assigned to or attached for duty with the Contral In- 
telligenee Group will bo required to cxceuto n declaration of socrecy 
which will be administored by the Director of Contral a or 
his mathorizod roprosontative.s 


8e Upon termination of dutios with the Contral Intolligonce Croup, all 
personncl will bo given an exit interviow designed to impross upon them 
their obligation with regard to maintaining tho sccurity of cll mattors 
pertaining to Contral Intclligcnco Group activitios as woll as the pro# 
visions of the applicablo laws and statutcse 


De fee oxecntions to the forcgoing provisions shall. roquirc. the approval 
of the Dircctor of Contral Intclligenco. 


FOR THE DIRECTOR OF CENTRAL INTELLIGUNCE: 


25X1A 


Ixceutive for Personnel 
and Administration 


ATTACHUENTS: Neno 


DIS TRIBUTION: A. 


CONFIDENTIAL 


RES CINDED PER eo See ORDER 
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CENTRAL INTELLIGENCE GROUP 
washington, D. Ce. 


LELOR.NDUL! ints Oe o 2 April 197, | 


HUBER [| | 7 Triexed S/27 


SUBJECT: Use of Ponalty Envelopes for Routing of Material within CIG.@) nyo) 
EFFECTIVE UNTIL 30 JUNE 194? UNLESS SOONER RESCINDED 


1. It has been noted that CIG franked envelopes bearing penalty 


“4ndicia are being used by employees in the transmittal of documents 


between the various offices withing CIG. 


2, Under the provisions of Tublic Law 364, 78th Congress, the CIG 
is reguired to pay for all penalty indicia used by the Agency. The 
costs to the GIG are based on the number of articles bearing the 
benalty indicia, such as envelopes, labels, and wrappers purchased. 
and uscd by the Agency, rather than the number of pieces actually 
fet tedes Aecordingly, whenever penalty envelopes are used for. the 
routing of material within the CIG, the Agency is subjected to an 
unnecessary expense. - 


3. AlL employees arc therefore directed to use cither CIG Chain 
Envelopes or plain unprinted envelopes in the transmittal of meterial 
between CIG offices. 


4. Officials in the various offices of CIG who are responsible for 
the routing of material will make periodic surveys to insure compli- 
ance with the above... . 


FOR THE DIRECTOR OF CENTRAL. INTELLIGENCE: 


Executive for Personnel 
o and Administration. 


ATTACHMENTS s. None 
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MuMORANDUM_ te: . / Ow Re 

NUMBER 

SUBJECT: Housing and Tr ranspor tation 


BEY ECTIVE UNTIL 30 June 13h 


1. The housing situation in Wasnington remains critical. 
Through facilities established in the Personnel Division, 
avery effort is being made to assist C.1.G. employees in 
obtaining adequate housing accommodations. Contacts with 
outside sources, have not provided sufficient facilities to 
satisfy the.needs of our present employees. 


8, The Personnel Division is soliciting the cooperation of 
all employees of C.I.G. in this matter by asking that they 
list available rooms, apartments or houses with the Personnel 
Relations Section, pet] Tntornation concerning. 
anticipated vacancies will also be appreciated. 


3. Transportation to and from C.1.G. offices is a problem 
for many employees. Pvrsonnel who drive and who have space 
for additional passengers are encouraged to notify the above 
office. 


he Your assistance and cooperation relative to the above 
matters will be greatly appreciated. 


FOR TH DIRZCTOR OF CaNTRAL INTULLIGENCHs 


Colonel, AGD 
éxecutive for. Personnel 
and Adminis tration 


ATTACHMENTS: None 


DISTRIBUTION: A 
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CENTRAL INTSLLIGENGH GROUP : t 
Washington, D. Cc. 


MEMORANDUM ~ 16 April 1947 | 
NUHESR ; ge OF 8 re : 
t STATINTL SUBJuCT:  fstablishment of. Personnel 


Loyalty Board for the 
Central Intelligence Group ; Renal 


EPP LOTIVee UNTIL 30 JUNE 1947 UNLESS SOONER RESCINDED 
en en enna RESCINDED 


1. Under authority contained in uxecutive Order No. 9835, 

dated 21 March 1947, there is hereby established a Personnel — 
Loyalty Board for the Central Intelligence Group to review all oe 3 . | 
loyalty cases arising in CIG and make recommendations with Ss Sone oe 
respect to the removal of any CIG officer or employee on grounds 

relating to loyalty. The Board shall consist of three voting 


Does Rt at name En oenrepe RATES 


SECA ne A OM rt 


at es members: The kxecutive Director, CIG, as Chairman, who shall, 
i for each case, name two from among the Deputies to the Assistant F 
: Directors, CIG,. as embers, The Assistant General Counsel shall . 7 4 
i” attend as Law Hember without vote, In the event any case for q 
; consideration of the Board invelves perconneél of a branch uxder | 
; an Assistant Director, the 


Deputy for tie Assistant Director of 
that branch will not participate in any deliberation or action 


: of the Board on that case, 


_ 2. ‘The Board shall Wake determination of #ll cases referred to 
: it) by majority vote, Where decision adverse to the ‘employee is 
: made by the Beard, the individual concerned may appeal. to the | 
: Director, CIG, within ten (10) days of the time when notification | 
A. = - 0f the Board's action reaches him. ‘The Director may request 

the Loyalty Review Board of the Civil Service commission for an 
S| advisory opinion in any. case referred to him. The employee con-. 

i 

I 

} 


cerned may appeal the fir.el decision of the Director, within ten 
(10) days of receipt thereof, to the Loyalty Review Board of the 
Civil Service Commission for an advis 


ory recommendation only. 4 


3. In the event the loyalty of any CIcG employee is suspect, the 
Case shall be referred directly to the Board by Assistant | 
Directors for employees within their. respective branches, or by 
the Security and Personnel offices + 


through the Sxecutive for 
Personne]. and Administration, Where information reaches the Board 
fron other Sources, it may on its ovm initiative investigate the 
| circumstances, utilizing all facilities of CIG,; and determine 
STATINTL whether or not the case is proper Lor its consideration. 


RESCINDEDPER CIA GENERAL cnper[ | 


(639) 


| EFFECTIVE 30 JUNE 1947. CIG MEMORANDA WIL 


REMAIN ‘tN PORCE UNTIL CANCELLED OR 
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preliminary decision is favorable 


is unfavorakie or the Roar 
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4. When a case is accepted by the Board, it shall immediately 
notify the employee in writing of the charges made against hin, 
end shall forward to him written interrogatories containing the 
information on which the charges are based and requesting specific 
answers from the employee concerning such information. Notice 
to the employee shall state the time and place of the Board's 
meeting for that case, and shall specify the time in which the 
completed interrogatories must be returned, In the case of 
employees located in Washington, fifteen (15) days notice of the 
Board's meeting shall be given, and ten (10) days shall. be given 
for return of the interrogatory. Reasonable extensions of time 
may be granted by the Chairman of the Board upon advices of the 
Law Member. The initial notice to the employee shall also in. 
form him of his right to appear in person before the Bourd at 

its meeting on his case accompanied by counsel or representative 
of his choosing, and to present evidence om his hehalf through 
witness or by affidavit. He shall also be given specific in- 
formation on any security questions which representation by 
counsel or representative outside the agency may raise, par- 
ticularly on what facts may be revealed about the nature and 


scope of his employment, 


5. In the case of employees outside of Washington and overseas, 
the Board shall forward interrogatories for completion by the - 
employee, and shall specify the time of return of the completed 
interrogatories, The Board shall then sit in a preliminary 
Secsion to determine whether further action is necessary, If the 
to the employee, he shall ‘be 

If the preliminary decision 
d is unable to arrive at a decision, 
the empluyee shall be immediately returned to Wa 


So nutified and the record closed, 


peace cere ny pammenestemnrenin ess seen 


action taken by the Board on his arrival, in 


Shington and final 


accordance with the 
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procedure outlinad above for Was! 


6. In any case where decision by the 

“employee and the right of appeal is no 
make appropriate recommendation to tt 
the employes. Approval by. the Direct 
or the decision of the Director on cas 
constitute final disposition of each 
recoumendation of the Civil Service 

noard, if requested.. The Director m 
cerned at any time pending det: 


aington employees, 


Board is unfavorable to the 

t exercised, the Board shall 

¢ Director for dismissal of 

or of such recommendation, 

&S@5 appealed to him, shall 
Case, Subject only to advisory 

Commission's Loyelty Review 

ay Suspend the employee con- 

rmination with respect to loyalty. 
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7.. The files and deliberations of the Board shall be kept 
confidential, and all records, documents and evidence not the 
property of the employee shall be forwarded to the Security 
Office for filing with the security files on the individual con- 
cerned. The Board shall, however, maintain summary reports on 
each case containing identifying data,.'the nature of the charges 
and the action taken, such reports to be furnished to the Civil 
Service Commission's Loyalty Review Board upon Eedeese! 


8. The Board need not follow strictly rules of evidence 
applicable to courts of law, and need not divulge confidential 
sources of information, but the Law. Memser shall be responsible 
for advising th2 Board of any action of the Board which might 
infringe an employee's constitutional rights. The Law Member 
may ‘report to the Director any action of the Roard.which, in 
his opinion, is an infringement of such rights. The standard 
for removal of an employee shall be that, on all evidence, 


‘reasonable grounds exist for belief that the person involved 


is disloyal ‘to the Government of the United States. 


9e Tanediately before final action by the Ritendag, each case 
hall be referred to the General’ Counsel, CIG, for review of the 
legal sufficiency of ths administrative action taken. ._ 


IN 
fN ds 


x By “ON ! 

SEN es { Go Oe tee ee 
HOYT 3. VANDANBERG 
Lieute snant Goneral, USA 
Director of Central tivolts nee 


\] 
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ee | a ae STATINTL 
he MEMORANDUM - ; ll April 1947 or 
BTAT § ‘NUMBER 
: - See SB BETS Distribution. of Lxocutive Type Office Equipment 
EFFECTIVE UNTIL 50 _JUNE_1947 UNLESS SOONER RESCINDED 
od le The following policy is horeby established with respect to the 
type of office equipment to be issued to. or used by. personnel in CIG, 
‘a . Office Catt ney and furnishings have been divided into three olasses, 
ond the organ*zational rank of oach individual ontitled to request 
= and use the several classes-of this equipment are as follows: 
CLASS_A DQUIPMENT 
ss Diroctor 
a -.. Deputy Director 
a Exoaativoe Director 
; a _ Assictent Directors 
_ Chief, ICAPS 
CLASS B EQUIPENT 
Deputy Assistant Directors 
: Branch Chiofs, and Chiefs of Organizational Units 
Equivalent to a Branch 
. 
~~ i. CLASS. © EQUI NT 


All ate porsonnele 


2e A list of the cquipment and furnishings which are a part of cach-of: - 
the above classes has boen furnished to the Chiof, Sorvices Division, —_ 


P & A, ond information as. to equipment allowed may be obtainod throu gh » 
that officos. 


3. The assignment of the use of equipment which is not in accordance 
with the requirernonts of this Momorandum will be roturned to stock 
and replaced in accordance with the peovietcas horcots 


4. ‘Exceptions to the provisions of. this Venoran dain may Nie roquosted ; _ STATINTL 


upon proper justification through the Assistant Directors of oach 
Office to the Doputy Director thr ough the Executive for Personnel ‘and ; STATINTL 
Administrations sir | | | 


FOR ME DIRECTOR or oo IN 
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(CENTRAL INGELLIGENS® Group 
vashington, De C. 
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r% . ORS DULY + , : 4 April 1947 bes 
« STAT | NUMBEN 
§ STATINTL nile . 
yo SUBJECT: Fire Hazards 
: EVPECTIVE UNTIL 30 JUNE 1947 UNLESS SCONER RESCINDED : 
: ea aie 
: 1. Quoted below is a memorandum received from the Deputy 
: Commissioner for Buildings lianagement, Federal “orks Agency, 
: Public Buildings Administrations: | 


“March 2h, 19)7 


"TOs Chief Clerks and Administrative Officers of 
the Exccutive Departments and Independent - 
Agencies 


ne SUBJECT:..... Fire Hazards 
fe ke _It is essential that we do everthing possible to . gs 
eliminate fire hagards in Un tmildings under the. jurisdiction’ \.. 
Of P.Baile A hazardous practice that ‘is tanenkng more wmmon - 
is the use of ‘hot plates in offices for preparaticn of. food 
- and beverages. These. appliances are. brought into the. 


e 


: 
db. 
uh 


ya 4 buildings by the Cccupants, and plugged in vithout thought 
i being given to the electric circuit loads, Oftentimes 
™s~ i they are not disconnected after use. 4 nunber of fires 
4 have occurred as.a result of this practice, 
: _ v@ vould appreciate your cooperation in order that the 
i following procedure can be put into effect. 
i 1. No hot plate wilt be permitted in any space 
used by the occupying agencies unless approval 
is given by the Ghief Clerk or Administrative a 


Officer. 


‘26 .If permission is given for the use of a hot plate, 
the Building Superintendent will be advised of- 
STATINTL ) , this: fact in writing. Upon receipt of such 
a ~ notice he will instruct his principal electrician 
to examine the appliance to be used. If it is 
not found to be defective, and if the circuit 

can support tho additional load, the electrician 
will see that it is properly installed, 


BETSY RED Porat ck te Re nance ape 
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3. Where we locate hot pl ates wich have not been : 
authorized, the pee Superintendent will 
advise you and ask your concurrence in their : 
u irmodiate removal in order to climinate the gene 
i hozords involvode STATINTL 
Deputy Commissioner 
of Buildings Management" 
2. | Requusts for the approval of the use of a hot plate or 
similar clectrical appliance in any office of CIG should be 
directed to the Chief, Real Estate and Utilities Unit, Supply 
é Section, Services Division, F&A, who will obtain the approval 
: of the Building Superintendent in connection with the use of oe 
ie _ such appliances. ee STATINTL : 


CA inte, eee ne compliance with the provi sions of this Memorandum will 
ee be required: in: vall ‘buildings comes DYE: C1Gs oe a oe 


FOR. THe: DERE AR, oF CENTRAL INTELLIGH Rs - : 


Deputy Executive for Personrel ° 
and Administration 


/ 
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MEMORANDUM 86 March 1947 
NUMBER i ar ae ees Pn ee 
SUBJECT? Bulletin Boards bees ace 


EFFECTIVE UNTIL 30_JUNE 1947 UNLESS SOONER RESCINDED 


le The Personnel Relations Section wishes to bring to the 
attention of all employees of OIG. the benefits which may be 


derived fron observing the material on the tulletin boards | 
located in the various buildings. ao 


2% Information is placed on boards by employees who serve as 
representatives of the Personnel Relations Section and who have 
the responsibility for the maintenance of ‘such boards in a current 
and orderly manners They also have authority. to remove any in- 
‘formation which has not been approved by the above office for 
dissemination in this manner. Employees of CIG are, however, ens 
couraged to submit information, which they feel is beneficial to 
all personnel; to their respective supervisors, administrative 
officials and to the Persozmel Relations Section for proper 


’ 


approval and distribution. 


$e Bulletin boards wilk ‘carry State Society Notices, announcements 
of concerts, plays, lectures and other cultural activities os well 

as courses of study and notices of recreational and social activi- 

ties sponsored by many éutside community organizations, . 


- 4 Titles of Civil Service examinations, piving the grade, salary, 
opening and closing dates will be carried on all boards. Further — 
information regarding such announcements may be obtained from your 

_ Administrativo Officer whose mane. appears below, i 


Organization . Name | Building & Room °° Exts 


a m Que 2048 
OR a > Central 027 
G&D : New, War 2264 
RESCONDED PER CIA GENERAL ORDER [| 
eS aie : RESTRICTED 
(463). —— 
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Organization Name Building & Room Exts . 


P&A ond Execs: Offices New Wor 2164 | 25X17 | 
Seourity 0 South 144 Hea 
Finonce | wes Central 209 
Personnel. 2 Pie Nor th 118 on 5 
Services => North 200, 
Communications =~ South 209 
Projects Support Que ss 2043 


203 


D.. 
B 
oO 


* 2 ‘ a 


i 


ae Ear 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: - 
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CENTRAL INTELLIGENCE GROUP 
Washington, D. CG. 


25 March 1947 
MEMORANDUM 
NUMBER [| 


SUBJECT: Personal Status Report 


EFFECTIVE UNTIL 30 JUNE 1947 
Le = A personnel status report on Form 38-17 (copy attached) will 


be prepared on each employee, civilian and military, on duty with CIG 
on the date of receipt of this memorandum. Any entry on the report 
indicating a change in status since entrance on duty of the employee 
concerned will be underscored in red. | 


2% mach Assistant Director and head of a staff section will be 
responsible that forms are completed on all personnel on duty under his 


_ jurisdiction not later than one week after receipt of this memorandum, 


and transmitted by covering Letter as indicated below: 


a, Originals will be sent direct to the Chief, Personnel 
Division, FP & A Branch. ee 


7 bs Duplicates will be sent direct to the Chief, Security 
Division, P & A Branch. oe 


35 An additional personnel status report will be prepared and 
distributed as indicated in paragraph 2a and b above whenever any change 
in status of an individual employed by CIG occurs. 


TOR THE DIRECTOR OF CENTRAL INTELLIGENCH: 


Colonel, AGD i 
Executive for Personnel . 
and Administration 
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CENTRAL INTELLIGENCE GROUD 
~ dashin;ton, De Ceo 


LRORANDU 0 ah April 19u?* 
NUMBER 


SUBJBGT: Reporting of Erroneous Salary Paynents (Vouchered Employees 
Only) . 


EFFECTIVE UNTIL 30 JUNE 19U7 UNLESS SOONER RESCINDED 


bee 1. In spite of all the precautions taken, there is always the possi- 

i ss bility that an overpayment or underpayment of salary may be made to an 

' employee. If an employco receives any salary payment which he feels 

is not correct, or to which ho is not entitled, he should imuediately 
contact the desi;mated payment and leave clerk who will. check intoithe 
‘circeunstances ond contact the Chicf, Pay Roll Unit, Extension[ | for... < STAT 
clarification. 
2. If an underpayment has teen made, proper adjustroent will be made on 
‘the ormloyce's noxt salary check. In the event an overpaynent of 

salary has heen mace, the aaployee nay choose any: one of the following 
nethods of makins verunc. 


ae Nehurn the chock for. cancellation. (If this method is fol- 
lowed, the employee will receive in his nuxt pay check his regular bi- 
woekly salary plus the monc: actually duc him for the prior pay period.) 


b. Retain the erroncous check ond make a ¢ash refund imncdiately. 


t 
: 
: 
4 
f 
is 
4 
\ 
| 
| 
anc 
ce Request that the erroncous payment be Jeducted from the next 
~ salary chock. 
3. Through nay roll audit preecdures, any ‘incorrect payment will 
eventually be discovered. In order to prevent a financial hardship to 
an employee at a later date jit will be to his advantage te have the 
necessary adjustment effected imicdiately. 
»  STATINTL | . 
FOR THE DIRECTOR OF CENTRAL INTGLLIGENCEs 


“ Bxccutive for lersonnel 
and Administration. 
Le | 
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SEUTRAL INTELLIGENCE GROUD 
“Jashington, DT. C. 


LELORANDUL | bine Qh April 19if 
NuBER [| 


SUBJECT: Leave Vithout lay (L'01 ) 


: 
‘ 
i 
j 
i 
L 
' 
: 
! 
4 
y 


oe aie ove sleet OE 
; ‘ ; 


EFPECTIVE UNTIL 30 JUNE 1947 -UNLuSS seeks RESCINDED 


. The purpose of this memorandum is to sot forth and standardize 
i the procedure to be followed in the eranting of Luave V/ithout Pay.- 


bye 2. DETINITION 


bes Toanve “Mthout Yay (L Ol) is defined by the Civil Service 
ao «Commission as "Terporary non-pay status and absence from duty sranted 
; upon cepleyce's requests This is not to be confused with suspension, 


furtlowh or ting spent an military service, which are covered under 
other repule abLons. 


3e AUT MONTEZ ETON 
Sexes Tho Authorization of LOY is a matter of udministrative 
j . discretion and therefore may not, bo demanded as a right of cmploycees 


or imposed as a penalty. All LVOP in excess of 60 days, must be 
approved by the Chicf, Personnel Division. , 


A. GONDENIONS FOR GRANTING L.ior 


a ; ae A basic condition for apmroval of extended Lor should be 

> reasonable expectation that the omlLoyee will return at the end of the 
asproved period. In addition, at Icast one ol the following benelits 
should result from such absence. 


ig Trotection. or improvement of cmployee's health (aatern ov 
leave, convalescent leave, ate.). Laternity luave must be granted 
less the employce has. no intention of ruturning to duty. 


ce Retention of a desirable enployee. 


’ 7 

| d. Increased ability to perform the dutics of the position. 
One year's L.uOF will be granted ri an cmplojyee who wishes to return 
to a college or iniverety to continuc his education provicing that 
oo nice the subjects he intends to pursuc arc such that. they could be 2) 
(ees Per. ad Ss axpectad ta’ increas » the employee's: se to his position, and cIG a 
| Gee ge ae following, the: omplotion of this one-yca poried of additional: °° ; ee 
training. In as case the employce va be required ‘to submit. to 

hie. Supervisor a list of the subjccts tobe. takem with his requost’ 
| efor! such leave without paye a, = 


: ‘ ae 
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ee lrovicing mcans for an overseas employce to return to this 
country for personal roascns, such as family iiinass. 

f. To pruserve continuity of service in case of injury or sick- 
ness ineurre: in line of duty, where an employce is granted L.Or in 
connection with such injury or sickness. ma 
5. TROCEDURE 

LOK will not bo authorized initially for ony period in 
exeoss of twelve (12) months. Requests for any like or shorter 


period] should adhere to the conditions stated above. 


a. The employee should request LO’ from his supervisor, 


ofivine croner justification. 


b. Ter periods Less than sixty (60) days, notice of action 
Will net be issued, and emmloyecs will continue to be reported on 
Torri L130. 


ec. For extended Lidi, sixty (60) days or loncer, Tcrsonnel 
ction notices will ba issucd. The Office coneerned will submit 
CIG Form 37-3 "Ycrsonnel Action ficquust" to the Persone] Division 
at Loast onc week in advance of the offective date of the omplcyee's 
release from active citi. 
d. The Transaction and Records Scetion, sursonnel Vivision, 
will give the effice conserned advance notice of the expiration 
of LOi so that the caployve can be contacted and the Form 37-3, 
requusting return to duty, can be properly submitted. 


Ge . In the cvent an cmployee docs not return from LO at the 
designated time, has not had an extension srantcd or has not indicated 
that he will return, it will be necessary to terminate the employee's 
services duc to "Abandonment of rosition". 

f. An extension or renewal of extended INP will also require 
& personnel action. The affice concerned will, therefore, submit 
Form 37-3 requesting "Extension of Lior" in accordance with the above 
conditions. : 


i 


G. REVIET OF REQUESTS 


ese ore 


The office concerned will be responsible fer preliminary 
review and aperoval of all requests for Lor for conformance with 


CIG policy... In cases whore justification for IM0i is questlonabl 


the Tersonnel Division should be contacted for technical advice. 


. 
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Be 


Te BILLING LOL 1 OSITION 


‘A position eccupied by an employee on extended L Ol nay be oe 
‘filled by a temporary appointment. In such instance, the office 
showld submit a separate Form 37-3 requecting "Establishment of a 
Tonporary Identical Additional iosition", stating the reasons under 
"Romarks'. The lersonmnel Division will take appropriate action to. 
fill the temporary position. The texiporary incumbent of the position 
must be removed by reassipnncent or termination by the offective slate 
of the return to duty of the regular incumbent of the position. 


i emarneninet © 


Pins .O.. CEILINGS 


in individual on cxtended Lud, sixty (60) days or over, will 

not be charvzed against the lersonnel Ceiling of the office concerned. 

: _ However, an ompleyce temporarily filling the position of an employee 
on oxternded LOY will be charged against the ceiling. . 


pec crt nena ne eee gene sine tng ae ba RR pt etn heh ore BED NOTE REE TEE OTE Ee, 
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CENTRAL INTELLIGH. CE GROUP 
Vashin:ton, 4. ©, 


-- UBUORANDULL = | 23 April 1917 
STAT -— NULBER 
a SURIECT: Grievances and Complaints Procedure - <2 


“BPFECTIVE UNTIL 1 JUNE 197 UNLESS SOONER RESCINDED 
EC OT I LCT LO CC tt ETN TLCS CET AT EE 


These instructions set forth the principles and pro- 
_cedures to be applied in the fair and equal handling of employee 
complaints and orievances in the Central Intelligence Group. . 


1. SCOPE | 
The.provisions of this procedure apply to CIG 
‘personnel in Washington and in the field. 


2 LUGAL AUTHORITY ae 
Executive Order No. 7916, dated 2h June 1938, provides ’ 
that the Personnel Director shall establish a Grievance 
Procedure, subject to the approval of the head of the 
agency and the U. S. Civil Service Commission. The 
Director, CIG, and the Civil Service Commission have 
apvroved the procedure outlined herein. 


3. INFORMATION TO PERSONNEL 
It is the responsibility of Administrative officials to 
thoroughly advise supervisory personnel of all provisions 
of this procedure, and: to insure that all personnel are 
fully informed of their rights and privileces under these 
provisions. . 


4. DEFINITIONS 

A complaint or grievance is usually an cmployee's 

—_ Line oS expressed feeling of dissatisfaction with respect to his 

day-to-day viork relationships, working conditions, or 

status of cnployment. It may be introduced orally or in. 

Ariting. Such problems or misunderstandings are personal 

to an individual employee, and their solution usually 

affects only the particular employee involved. 

Ve gs Problems affecting general working conditions or matters 

which have broad application, involving general. policy or 

administrative practices, are not appropriate for considcra- 
. tion under this procedure, Requests and inquiries which do. 

not fall in the category of sricvances, should be referrcd 

to the employcets immediate Supervisor. In all-cases, — 

ao sae decisions and reasons for action taken should be given the 

Be oe employee promptly and in sufficiont detail. 


‘ 
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5» POLICY : : 

a) It is recocnized that dissatisfaction on the part of 
employees nay arise. This procecure is intended to provide 
and outline a standard outlet for such problems, and to give 
_omployecs an opportunity to seek adjustment of any complaint - 

or grievance without Poses) inte ference , coercion or 
voprisals 

b) Separate procedures are provided in CSC mutes and Regula- 
tions for apneals of efficiency ratings, decisions on the 
classification of positions, involuntary separation during 
probationary or trial perieds based on inability to porforn 
the required duties, and decisions on administrative actions 
involving suspensions, ea separations and removals. 


6. APPLICATIONS OF PROCEDURE 
a) this procedure “applies to complaints and grievances 
vinich are personal to an er ‘ployee. 
o) An employee who has completed his trial or probationary 
“period and is being soparated for inefficiency, will have 
the risht to appeal under the Appeal Board Grievance 
Procedure. 

c) Employees who are terminated for cause, such as 
dolinquency or misconduct, may exercise their rig ght to 
‘appeal such removal under the Appeal Board provisions of 
this Procedure. 

d) An employee may not use the Grievance cr Appcal 
Procedure as a delay in the anplication of administrative 
action or decisions. This does not preclude hearings 

which will be afforded an omployee prior to disciplinary 
action or administrative decision. Such hearings are 
separate and apart from the appeal rights of the Grievance 
Procedure. 
co) Employees against whom complaints ‘or frievances are 
brought shall be given the same rishts under this Procedure 
as those accorded the employee originating the complaint or 
grievance. 


7. STEPS AND CHANNELS 
a) in order that nat prompt solutions of complaints and 
grievances may be given, the following table and steps in 
the Procedure are established for chameling ericvance 
matters. It is assumed that intermediate supervisors 
Will be consulted and informed relative to action on cases 
involving employees under their general JUL SCHOLL ON» 
b) First Stage - Inmncdiatce Supervisor; 
Second Stare - Branch Chief; 
Third’ Stage - Assistant Director of offices and 
Fourth Stage - Director, CIG 
¢) First Stage - Innediate Supervisor 20r 
The employee should first and “aliays take up with his 
immediate supervisor, orally or in writing, any 
question, grievance, complaint, misunderstanding, or 
similar difficulty. He may be accompanicd by an 
enploree from his o.m office who may serve as witness. 


a nee SNe SL ene 
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' ‘ oa -3- be 

' . The supervisor will allow the employee té state his case - 
fully and will promptly and objectively investisate the 
situation. . bricf record of the case will be kept bir the 
immediate supervisor for his own information and for 
possible reference should the matter be referred to higher 


j If the nattcr is not adjusted to the employee's satisfac- 

f tion at the first stage and the cnployce desires to appeal, 

: he shall submit his ‘case in writing through his immediate 
supervisor, who will forward the original to the Branch 
Chief, and a copr of the appeal to the Chief, Personnel 
Division, GIG. The Branch Chief will five the employee full 
i Fe uf opportunity to explain his problem personally. The enpLloyee | 

oe . nay be acconpanicd by not. nore than tio GIG emnLloyces of his 

own choice who may be heard as witnesses. The Branch Chicf 

Will obtain all pertinent facts in the case by consulting 

: _ With other persons conecernsd or haviny: knowledge of the 

, circunstances. A written record sill be naintained wy the 

Branch Uhief, including a statemont of the gricvance, the 

nances of »versons concerned, the nanes of those with whon the 

} a matter has been discussed, a summary of findings, and a 

statement of action taken. The crplovee will be informed 

: in writing of action taken at this level after full con- 

i sideration has been srivon the case. a complete case record 

Will be forwarded to the Chief, Pursonnel Division and 

to the Persomel Relations Section, Personnel Division. 

é) Third Stage - Assistant Dircetor 

If the natter had nob been settled to the satisfaction of 

the cmployce at the second stage, he may address an appeal 

to the Assistant Director, CiG, in the Office concerned, 
The request will be forwarded by hand throurh the Branch 
~ . Chief to the Chicf, Porsonnel Division. The Chief, 
Fersonnel Division, will forward the apneal and case 
racords to the Assistant Director of the Office. The 
‘employee's appcal sill request that an impartial Advisory 
appeal Board bo established to hoar the case, and will 
state the name of the person he sclucts for Poard licmber. 
Upon receipt of the request, the Assistant Director of 
the Office will name a Lembor to the Advisory Appeal 
Board and vill immediately notify the Chicf, Personnel 
| Division, of his selection. The two liembers named twill 
ees agree on, and appoint, a third i.cmber, notifying the Chicf, 
| Tersonnel Division of such selection, If an agreenont 
cannot be reached as to the selection of the Third izonber, 
: The Chief, Personnel Division, who automatically serves as 
Chairman of the -idvisory Appeal Board, but in a nonevotins 

i capacity, will sclect the third Member to the Board. ,The 

| _ Board, therefore, will consist of four 

( which will have voting status. wenbership will be restricted 

to employees of CIG. The Chief, Forsonnel Division, will 

area maintain absolute impartiality in. his service on the Board. 

i His responsibilitics are to advise thc ‘Board as to proper 

| 


s 


nombers, three of 


procedure and regulations to se: that proper records are 
maintained, and to insure expeditous handling of the natters 


CIA-RDP81-00728R000100040027-1. 
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The Chairnan, will convene the Board, vinich will investipate 
the case promptly, reviow all pertinent papers and hear. all 
persons, or reccive such evidence as the Board, by majority 
vote, determines neeCs sarye ll iicambers and the omployee will 
de present when a hearing is held, and the employee will he 
given anplu onportund ty to presunt his case. He may be 
accompanied o» represented by not more than two employces of 
his ovm choice from CIG.. The employeo will notify tha Chairman — 
of the Board in writing of the names of such roprescntatives 
prior to the time of the hearing. The Chaimian of the Board 
Will make necessary arrangements for the complete recording 
of all proceedings for administrative use. Unon- request, 
this report will be made available to the ec emoloyee. ah 
written report, signed by ‘the three Mumbers and certified by 
: the Chairman, including a statemunt of findings and 
. recommendations, will be submitted to the Assistant Dircetor 
yf of the Office, bat will give no indication of individual 
Opinions or recommendations. If a complete apreementccannot 
be reached, a majority decision will be binding. The 
Assistant Director of the Office will render a prompt decision 
and will inform the employee of such decision in writing. If 
a “the employee is dissatisficd with this decision, he nay appeal 
to the Director, OIG. 
f) Fourth Stage - Director, CIG 
The employee will forward his written appeal to the Director, 
CIG, following the same procedure as outlined in the third 
stage. ‘The Chief, Personnel Division, will act in the same 
capacity as outlined in the third stage. Tho Director will 
make a careful and impartial review of the records. T? 
i hearings are deemed necessary the employee will be heard 
. . and may have representation. Tho written decision of the 
Director will be final. and the case will ve considercd 
closed. Complete records of the case in all stages will 
be maintaine:) in the Personnel Relations Section, Personnel 


te Division. 
g) Conduct of ‘Appeal | Boards 
Appeal Boards will conduct mectings in an orderly and 
informal. manne They will not function as a judicial or ' 


trial bodj. ippe eal Boards will be established for the 
purpose of advising and assisting the appropriate authority 
in rendering a fair and unbiased decision based upon 
information and facts, and to advise the proper authority of 
-- -findinss and: recomendations: The: emloyoes and witnesses — 
2 cmgy be subject to questioning. Howover, "cross-exaninations". 
. faad technical "objection" to te sstinony oy Board Lembers will 
mot be tolerated. All proceedings rola ative to the Grievance 
‘Erocedure will be carried out on official Government time and 
during the normal work dey. Scheduled time off will not 
be granted une Crp Cyee or his felloweworkcrs to prepare his 
CASO. : 
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h) Time Limitations 
. Decisions at the first stare will be reached within three 
; working days; at the second stage in not more than six 
working, days; at the third and fourth stages in not more . 
than. ten days cach. If for any reason the decision is delayed, 
the employee will be notified in writing of the delay, reasons 
for the delay, and the decision date. An employee will be 
allowed ten working days to appval the decision rendered at 
the first, second and third stages. an appeal of separation 
or removal will be made within five working days frem the 
time of the omployce's receipt of the official. notice of tho 
action. | ' 
i) Expense and Travel . 
Travel or any otler expenses which: the employee, his repre- 
sentative or witnesses, night incur in connection with 
attendance at hiarings granted at the employee's request, will. 
not be borne by CEG. Annual. a leave without pay, or a 
combination of both will be ranted for actual travel. tine 
by any CIG employee ironed. “in the cases 


og mR IO SOS 


8. GENER..L . 25 
If Gricvances or corplaints arc submitted which are not in 
accordance with this procodure, the proper authority will | 
advise ‘the employee as to the proper procedure and approved 
provisions, and inform him that CIG requires the application 
of the Procedure in the interest of efficient, prompt and 
systematic handling of ennloyee problens. 
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FOR THE DIRECTOR OF ee L INTELLIGENCE: 


7 . oi. ote Executive for Porsonnel 
and Administration 


ATRACH ENTS: None 7 . ee Fate! : 
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CENTRAL INTELLIGENCE GROUP 
Washington, De. Ce 


MEMORANDUM : ei 18 April 1947 
NUMBER [ | | 


SUBJECT: Fedoral Works Agcney Property Passos 


EFFECTIVE UNTIL 30 JUNE 1947 UNLESS SOONER RESCINDED 


1. A Fodoral Viorks Agoncy Proporty Pass will accompany tho novo- 


mont of all public property from and among the various buildings 


occupied by this Agoncye Building guards have been instructed to 


roquire that a signed F.W.Ae Proporty Pass be obtained prior to the 
withdrawal of any oquipment from a building. Tho procedures outlined 
herein regarding the issuing of Federal Works Aconcy Property Passcs 
will be adhorod to by all concorned. 


26 Responsible individuals in the various using officos desiring: 
to offect a transfor or withdrawal of proporty from any building will 


coordinate the contomplated movement with thoir respective Branch 


Supply and Proporty’ Officor. Aftor the necessary transfor documents 
have beon initiated, tho Branch Supply and Proporty Officor will 
forward a sigpnod momorandum to the approprinte office or individual 
indicated in Peragraph 3 below requesting that o F.WeA. Property 

Pass be issuod. This memorandum should be prepared in duplicato and 
one cony should be retained by tho Branch Supply and prQuge Ny. Officore 


3e The Chief, Property Control Section, Sorytese Division, P & A, 


‘is rosponsiblo | for the coordination and control of 211 property 


transfors within this Agency, and is therefore charged with tha 
issuing of all F.W.A. Property Passcse Iowover, to expedito tho 
movement of equipment, the individuals listed below are authorizcd 
by the Chief, Property Control Section, to issuo ‘prope rty passes for 
all the puildings indicated below: 


STATINTL 
North ). : 
South | ) 235 South Bldg. 
Central ) 235 South Bldpe 
Adriinis tration 235 South Bldge 
mu" . 


Que» 2169 Que Bldge 
; 2169 Que Bldge 


New Var — re 2161 Now War 
2161 New War 


(696) 
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I 

i . DG 

2210 EB Ste, Nelle 208, 2210 E St.ji.W. 
i . a 208, 2210 E Sty, Nels. 
| STATINTL | 

| All Buildings 234 South Bldgs 
(Communications 254 South Bldg. 
Equipment Only) 

| All Buildings 12-A North Bldge 
2 e (Dolivor & Turn-Ins 12-A North Bldge 
of Equipment oxcept 1é-A North Bldg. 
Communications) : 

4- Property passes will not bo issued until a writton request is roe 

i coived from the Branch Supply and Proporty Officor,. ‘Tho individuals 

| designated above will maintain a filo of those requests to be forwardo 
to’ the Proporty Control Section at tho ond of cach month, . 

f = STATINTL . FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 

} : : 

i 
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CENTRAL INTELLIGENCE GROUP 
“Tashington, D, Ce. 


MEMORAND'1 1 one ) —& April 1947 
NUBER [J are 
 SUEJECTs Activation of Special Distribution Unit, Central 


Records Section 
LEPECTIVE UNTIL 30 JUNE.19U7 UNLESS SOONTR RESCINDED 
a acre "= omen euevatnenmwete etait tetera ene ier apenas camera Dasa crscancca as . 


1. Supplementing instructions contained in CIG Adninistrative 
Order eo 30 September 1946, cr¢ activities are 
advised as follows: 


(a) The Special Distribution Unit, Central 
Records Section, has been activated and is 
. located in Room 303, South Building, 
230 EB Street, Nef ; 


(>). The function of this unit is. the handling of 
ali Top Secret material received or dispatched 
by CIG, and it is essential that all such 
material. be processed and controlled by this 
unit, except as provided in the Top Secret 
Control Procedure as contained in the CIG 
Security Regulations, 


FOR THE DIRECTOR OF CENTRAL TNTELLTGMICRs 


STTACH ENTS: Hone 
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: MEMORAND’1 1 | ss UL April 19h7 
ahs NUMBER [7] | 


| . SUBJECT: Activation of Special p stribution Unit, Central a 
| < Records Section . 


EVFECTIVE UNTIL 30 JUNE 1947 UNLESS SOON RESCINDED. 
ce mmneieenet nc STLESS SOONER RESCINDED 


| be hime g, os tg: orl RE a ting instructions contained in crq Administrative — - 
/ 25X1A : Order issued 30 September 1916, cg activities are 
advised ag ollowss 


: (a) The Special Distribution Unit, Central 
Records Section, has been activated and is 
, located in Room 303, South Building, 
230 8 Street, Ne cy, 


(bd) The function of this unit is the handling of 
all Top Secret naterial received or dispatched 
oy CIG, and it is essential that all such 
material. be processed and controlled by this 
unit, except as provided in the Top Secret 
Control Procedure as contained in the CIG 
" Security Regulations, 


FOR THE DIREOTOR or CENTRAL INTELLIGENCE: 


Deputy. ‘nxecrtiye or Personnel.’ 
sie "ond Administration. 
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oS catia 
CENTRAL INTELLIGENCE cRUP 
“ashington, De Ce 
MEMORANDUH 27 March 1947 
NUMBER . 
SUBJECT: Lfrficiency Rating Program 
EFFECTIVE UNTIL 1 JUNE 1947 UNLESS SOONER RESCINDED 


(NOTE: C.T+G. MEMORANTUI no. [OT GIVEN REGULAR DISTRIBUTION - 
tO - SUPERVISORS, ADMINISTRATIVE AND RATING OFFICIALS 
ONLY | | 


1. Purpose. The nurpose of the momorandum is to inform you ina 
penocral Wey, of the Efficiency Keting Program of CIG and to outline 
the administrative framework within which the program will operates 

2, Reforencese — References relating to the uniform Efficiency Rating" 
are? é 

‘ge Section 9, Classification Act of 1923 as amendede 

be CSC Efficiency Roting Manual, amended larch 15, 19446 


ee OSC Rating Officials Guide, June 1945. | 
de OSC Federal Personnel Manual, Chapter Hol, August 7, 1945. 


3, .Covorapes The uniform efficiency rating system promulgated by 


: vans . * . 
the Givil Service Cormission lerally applies to all employees paid 


which each employee performs his assigned guties. Fer this reason, . 


‘his specific taske 


: de Policye 


under the conrensation schedules contained in Section 13 of Classifi- 
cation Act of 1923, as omonde de Accordingly, this rating system 
applies to oll Civilian Employees in CLG in ‘Yashington and the Fielde 


An employee is not excepted from this ‘system because of part time or 


temporary: employment or because of type of funds from which poide 


‘a. The accomplishments of C1G will be determined by the mannef in 


4b is important for C1G to know. how well each employes is accomplishing 


De The efficiency rating sy* tom, if properly and unifornly applied, — 
will determine the effectivenest uf each employee in carrying out his 


-auties as a part of the mission of CIG. it is, therefore, the responsi- 


bility of every representative of Management to apply the efficiency 
rating system in accordance with approved regulations e . 


co. Ipyformation secured by the system also provides an indication © . : 
as to the noed for employee utilization, anformation for reassiguments, 
transfers, promotions, déemotions, training and employee relation . 

notivitiese ; | 


d.. Efficiency ratings assist employees bi providing them with in=- 


formation on how well their job or work is, being performed and where 


their work is ‘deficionte’ An employee who waows his work is being =~ A 
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ovaluated, strives to nccomplish more and better worke A recorded 
evaluation of his work is a protection against unfair action, whether 
it be deliberate or caused by inadequate information. Furthermoro, © 
the efficiency rating process gives the omploywe on indication of 

his progress upon whi ch his advancement dependse 


@. The ayeten. Geeiaes aach aupecwidon with a tool which will 
point out tho inadequacies, wealmessos and failines of omployees as 
woll as the desirable ond’ outstonding qualities and porformances of 
the employeose 


: Se Administration of the Befioloney toting Systeme 


fle Bbebons ibility. - “the Divegtor of Central Intelligence is ree 
quired by law to rate the effieioncy of each employee who is subject 
to the syateme The Director has delegated this responsibility to the 
Chief, Porsonhel Division. Tho Personnel Relations Section and the 
Effiedonoy Rating Committee have been given the responsibility for 
ndministering the programe | : 


be Membership and Functions of the Efficiency Rating Gommittee: 


(1) The CLG. Comittes has been designated by the Direotor, 
and the mombership is as ‘follows: 


This Committees will servo in a staff capacity for the Director 
and the Chief, Porsonnel ™' -wision, and will be primarily concerned with 
general. efficicncy rating . 21. cies and with the coordination of the 
propran throughout CLG. Bric iy, the responsibilities of the Committee 
ares. 
(a) To noe for tho Dircetor in applydns: the ef fictency 
rating ‘systems 


(b) To insure that uniform standards are applied through- 
ay its Jurisdiction. ' 


(oc) To advise and assist administrative and supervising 
officials in. determin ing performence requirements 
and training: Progranse. 


fa) Vo assist. ‘reviewing officials and others regarding 
rating procedures. : ‘ 


(e) To review end approve anGtysauad rating sheets for 
propor ean 


FR000100040027-1- 
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(f) To hear and determine appeals and recommendations 
of ratings originally approvod by the Committee. 


(g) To see that-ratings are mado when dues 


appointed by the Assistant Director of each office will, with the 
| ~ assistance and guidance of the committee and the Eff deh oney Rating 
- ' Technician, assigned to the Personnel Relations Section, - implement 
the rating program in each Offices He will oncourage supervising 
officials in setting performance standards, conduct supervising 
training prograns and in the selection of olement patterns ond ree# 
view initial and appellant ratings to insure uniform application of 
the eyecer within the Offices of CLG. 


: : cy Efficionoy Rating Officer. An efficiency rating officor 
es 3 
i 
i 


“as are Officidle The Rating Offieainl will be the person immedie 
. ately responsible for the work of the employce (first person in authe” 
ority whe has supervisory responsibilities). The ene Official. will . 
make the initial evaluation of porformaneds — . 


ee Reviewing Offictal. The Reviowing Official will bo the super- 
visor highest in line of outhority above tho rating official who has 
personal knowledge of the employee's performoncee Ho may, upon review, 
. approve or revise the ratings after popeer eae with rating a a 
| and any intermediate supervisorse | 
| 
t 


6% ‘Types of patie. 
os Official Ravitigss 


(1) Official regular ratings are prepared annually as of. 
Te i Mareh- 31: for all. employees who on that date arc not serving probational 
er trial period and who have worked in CIG for at least 90 colendar 
days during the rating year in the classification grade held on March Ble 


(2) Official Probational or Trial Period Ratings are 45 ang 
made 60 days before the closo of the employee's probationel. or trial 
pepaeds 


be Official Special Ratings. Gonernlly, an official, special 
i eu -rating is made whenever the employee has no official rating of record 
a . . as of the iateat 31 March date or any date thereafter and a current 
official rating is. needed for periodic withine grade solary incroase 
determination’ An official special rating is made in connection with : 
o reduction in force when there is no official rating on records Such : j 
rating is official for all purposes. for which. it is appropriate, even me 7 
though it is bas cd on less than 90 days:' sor wiace . ; a 


O's AdministrativosUnoffictals Administrative unofficial ratings a eee 2 
are prepared to provide supplomentary records of porformance for a y 
administrativo. infornation and uS@e 


CRS CANCOVA RRB H resTOeeA aH roe ror 


cee ee ene 


stares 


oo eenteaene es e  MA REER REN teip IO SITE EI 


Ereditarcieerpovvenvovovennes bcbervunestanncevadiearav aneribaenaiaesrasarttca wrt reTaror CTE TSI HDONDNeTPEIITENSTTIE SreNNTA. PRORUTERTSSI SNORT RATED 
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a. “em, 
aa w oS 4. ea oy ra 


%~ Notice to Imployooss After approval by tho Efficioncy Rating 


Committoe, every employee shall be notificd of his official ratin 


on Standard Form 68, All notices will be released similtancously 
on a date desimnated by the Efficicney Rnting Committee, but not 
later than 29 May. Copies of Form 68 will not be made for filings 
However, the date that the notico is givon the employoe will be | 
inserted on Standard Form 51 which will be filed in the employce's 
personnel folder. © | | | 


Be Efficiency Reting Ap poalss There are two feneral types of appeals, 
administrative ‘and statutory. | 1 atin He 


ae Administrative apponls will be those conducted wholly. by and as 
within CIG, and will be heard and decided upon by the Efficiency 
Rating Commiittea. An employce's use of the administrative. appeals 
procedure, which will be developed, will not preclude or prejudice 
his right to appeal to the Statutory Bonrd of Reviews 


he ‘Statutory appeals will be conducted by the Efficiency Rating 
Board of Review for CIG. ‘The chairman of this board will be designated 
by the Civil Service Commission. One member will be selected by CIG 


employees and the third by tho Director or his designate. The ‘statutory 


appenl will bo conducted in accordance with Civil Service Commission 
regulations and procedures. 7 a 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Executive for Personnel 
and Administration 


ATTACHMENTS : None 


DISTRIBUTION: To All Employces of CIG 


STATINTL 


25X1A 
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s ae 

fo 25 October 19)6 7 ! sey i ne 
‘a nanan 
| ' 

L . 
FA i a : 

t CENTRAL INTELLIGENCE GROUP ~ ; 
| C. I. G. ADMINISTRATIVE ORDER No[ | : STAT 
ESTABLISHNENT OF PROJECTS REVIET COMMITTEE 

tas le Purposes In order to provide for adequate advance planning, proper 

control of funds, and utili zation of personnel, all new broleae undertaken by 

i 

i the. Offices and Divisions « of cIG will be submitted to the Projects Review 

i 

i Committee for approval prior to activation. 

Ce Gonna tae Membership: The Projects Review Committee shall consist 

~of the follorrings 

3 garage ae Deputy Director _ = Chairman 

be Executive Director. his - Member 

pe Ce Assistant Director or Staff _ = Member 

Division Chief Sponsoring ; 

Project 

j . . ; ; : 

ad. Fiscal ene detailed from - = Liember 

Si uty ae Finance Division, Personnel and’ | 

i ‘Administrative Branch, for Assistant 

es - * = «Director or staff Division Chief 

i Sponsoring Projects | 

| oo 

i Ge Chief, Advisory Council “Secretary 

| wi a . 

| 3+ Project Procedure: The Assistant Director or Staff Chief having 

Se : a fines, eo ey ‘ 
_: primary interest. in pen OleCy Mad) carryout pig oT ering “Procedure: 
i. aise NS a. Secure basic approval of the Propose fron the Chief, Inter=:. 
ee rae : departmental Coordinating and Planning Staff; “except in we: 
ee i a case. of Special Operations, basic approval will be. obtained ee 
ae ee ie es : 
cP ae | from the: Director or Deputy Director. . : 
me ee aus - bs Prepare project proposal in pees t té be submitted i the 
a een -i- : 


pes REV ‘pate? 


a | is ay 
pnta cONP yar oP) 
‘OnIG BLASS PAGES ae Rav CLAS 
aust . WENT aEY RUTH: Ha 12 
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| t 25 October 196 | nh die dites oth x | ben eo 
| Committee and to include the following informations 
: (1) Séide of project (In the case of Special Operations, this 
| will nee be in such detail as: scouri ty will permit). - 
| | (2) Urgency of completion, to nee time required to activate 
| and complete the project. | 
| (3) ‘Type of funds required (i.e. soichered” or unvouchered). 
| (4) Estimated cost, to include the following: pode oe . 
| (a) Number of personnel and ‘salary rates. | 
| (b) Special equipment. ; 
H : : 
| (c) Travel. | 
| (d) ‘Communications. 
| (e) dowsing: 
| (f) Operational Supplies. 
| : -.(g) Any unusual logistical requirement. : 
| fo f AD). Succinct et ene defense of the project. 
Se: | a he oe OMe dermithes Frocedure: as 
| ‘ 2. a. “the Committee will meet at che eal oF the Chairman, and after : 
ip proper cotisideration has been given to the proposal, shall take : 
| the following action: | | | _ | 
£e5) Approve project in the name of the Director. 
(2) Approve eye ‘in the name of the Director, with such 
L.. | exceptions as ane determined by the Conmittec. : 
'. (3) . Disapprove project. Disapprovals of projects in each 
' instance will be reviewed by this Director, and final | 
; | action of the Conittce il not be offective until the: 
sa | Director's concurrence has been obtained. eee as ae os 
por: an ea ve | eee 2 oa cee , : ee ey re 


ene Bee Soe ge 3S nent rae 


a ate 
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25 October 1946 


(4) The action taken by the Committee will be prepared by the. 


Scoretary and approved : by the Chairman. Copies of such 
action will be distributed as ‘follows: 
(a) One copy to CIG activity sponsoring project.’ 
(b) one, copy to the Executive for Personne]. and 
Administration. - | | = — 
(c) Bis cnr ebeuened in the file of the Secretary tacthe 


Committee. 


S. General: 


ae 


The Executive for Personnel and Administration will not honor 


requests for funds or personnel until final approval of the 


Projects Review Committee has been obtained. 
Trojects in existence prior to 1 November 196 are considered 
to be approved by Committe action, but will ve ‘subj ect to 


reviow at such times as the Chairman of the Comnittec determines. 
FOR THE DIRECTOR_OF CENTR‘L INTELLIGENCE: 


STAT. 


“Dep : 
and Ad@uinistration | 
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CaNTRAL INTaLLIGENCR GROUP ‘ 
Washington, De Ge” _ 
- STAT 


12 March ‘19k7 


i EMORANDUM 


wo NUMBER [ | , w | i. oe re 


- SUBJHOT: Rescinding 0,1.G, Adninistrative order 


EFFECTI Vii UNTIL 30 dune 19h7 


Pe Ee Ma de GeTGe ‘iinini earive ceer{ ated 10 September, | ag STAT 
ae 1946, Subject: "Organization a ? nel Reports" is the ee ek 
‘ST ATINTL hereby rescinded, effective this date, — 


FOR THS DIReCTOR OF CENTRAL INTELLIGENCE: 


: | . ‘Executive for. Fersonnel 
i . are and Administration , 


ATTACHMENTS; None . 


ee | DISTRIBUTION: A 


STATINTL _ | ee mS 6 goles 
RESCINDED FER OIA GENES RAL ompen [TJ ot 


-( ORRFROTIVE 30 JUNE 1947, CIG MEMORANDA WILL REMAIN IN FORCE UNTIL CANCELLED OR | 
oe O82 BUR BRSEDED 9 ee abe 


ce ee Ce eee ee ee eet ee ae eee 
1 remanent Bere i tapes ome reopecrmeine ket Aety wt detentean neath pipettes annette lhem tented Ne at tnd tharos he nt Leas Guat tteb res sumats as 
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ae |  25X1A. 
Pete | _—- RESTRICTED | ee at 


Sars 


. ‘CENTRAL INTELLI GLNCE GROUP 
Washington, De Ce 


" | ye | | 1) March 1947, 
| MEMORANDUM - : 
25xX1 eee [ URES eee 
SUBJECT: Allotment and Control of CIG Funds 
EFFECTIVE UNTIL 30 JUNE 1947 UNLESS SOONER. RESCINDED 


le (GENERAL a 


nee a et ne eae ad ce tee 


The Finance Dvidlen, Porfaonhel and Kat dia lanetes BYandh, 
is responsible to the Director of Central: Intelligence for thé 
financial control of all CIG annroprinted funds in accordance with 
statutory requirenouts. The Finonoe Division will prepare and sube ~ 
mit all required financial stutementis to prope: agencies of: the . 
ON ernnoUte 


2. BASIS OF ALLOTHENT 


De The Chief, Finance ii sige will, after consultation  — 
_ with Assistant Directors and Chiefs of Staff Sections, determine, 
. - within budgetary limitations, the routine fiscal needs of each 
a Office or Staff Section that will enable these units to carry out 
functions assigned by the Director of Central Intellirences. After 
. 3 ‘this determination, the Chief, Finance Division, will Bate funds 
“~ ee BQ each activity on a quarterly basis. 


a. $ ee a be Funds for projects requiring action of the Projects 
“O5X1A . Review Committee will be allotted in accordance with tho -provisions ~*~ 
Be a of CIG Administrative Order |_| "Establishment of Projects ' 
Réview Committee", dated 25 October noes 


3e ALLOTMENT ene PROCEDURES 


. . oe The. chief, Findnice Division, will furnish each | | 
: Assistant Director’ or Chief of Staff Section with an allotment  _ 
authorization for his activity. . This authorization will include. ~ 
amount’ of funds authorized. for each purpose’ (personal services, 


travel, equipment, supplies, cormunications, otes) and the. Spe ae ae 
allotment account number e a | es Ss 


, 
a 


De: Adninigtrativo: actions such as romieste for supplies,’ 

travel,. personnol actions, otos, which involve’ expenditure of funds. - 
' will include the. allotment: account number of the activity mE 
“the PORHeE te 


Cae al pe A IT PRS RENE ORD A the Nt AE Pe ERE MAE wR AT BN 


| RESTRICTED 
(339) ens 


{ooo RICAR OR RCT ane ate ON EAT ELM eet ee ES : Fat teacrnten nnatneraenmergennentnnnmenr wanmunnnneninnenciannci a temanient wet 
1 cent semaine iio primamnd saute mata nene ae 2 sae oo ; 
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RESTRICTED 
een 


be oe Ge The Chief, Finance ‘Division, will, ona monthly | 
er tee Las basis, inform each activity of the status of its allotment = | 


‘account. This. report will include amount allotted, ‘obligations 7 
and expenditures to date, and remaining unobligated balances. 


fae . | oo" 4 INCREASED ALLOTMENTS 
“Requests for increases in quarterly allotments. (Par. :2a 


above) will be submitted through the Chief, Finance Division, to SE OBX1A 
the Director of Central Intelligence for approval, | This request Ge 
will include the necessary justification for such increaseSe 


me 


‘FOR THE DIRECTOR OF CENTRAL INTELLI GENCE: 


‘Executive for Personne 
and Administration 


pee ; _ ATTACIMENTS s None 


DISTRIBUTION: A 


"YES TRE CTED 


7 a Approved For Release 2003/01/27 : CIA-RDP81-00728R000100040027-1 : 
boots “ cu ine OT 7 
bo a So Semen 7 
i CONFIDENTIAL — | 4 oe | 
Beh so ho 
Pee _ a OENTRAL INTELLIGHNGE GROUP oC 4 as oy 
‘cae ae Washington, De Ce : . oe 
be : : . ‘ | | Phot 4 3 wa igh. | : | 
[oo ; . . 7 | \n Chee A hate | wif of é yy, | a 
tee MEMORANDUL 26 February 19h 7 pe A) oo ee | 
by NUMEER 7, — 
Poe ho , SUBJECT: CIG-TELEFHONE DIRECTORY 4 . 
EEFECTIVE UNTIL 7 LARCH 1947 
Bey, 7 
pe oe Le The Assistant Directors s, the Chief, Inter- 
: departiiental Coordinating and Planning Staff, and the . 
: Oniefs of the Divisions of the Personnel and Admin- 
7 istrative Branch are requested to prepare a corrected oe : | 
7 cope of the SIG Telephone Directory, indicating a 
7 . . -_ corrections as to name spelling, room numbers, and = _ a 
po — ‘telephone ex cLensions and additions of personnel who ee _ 
c were onitted. : a 
- | | Ze Corrected copies of the directory should 
= be forvarded to the Chief, Communications Division, 
250 South Buildings, It is presently planned to issue — 
I : , a now directory on or about 1 April 1917, and 
SN . _ : corrections should be fomvarded to the Communications ~ coe 
pee ve Division not later than 7 March 1947. - _ 
pe BB It is also requested ‘that up to date lists of SC | 
[i names. and home telephone numbers of CIG personnel ve an 
Le - furnished the Chief, Communications Division, at the — 
i earliest possible dates | 7 . 7 ee ae | 
[ FOR THE DIRECTOR OF SENTRAL INTELLIGENCE: | 25X1A/ 
i 2 
} ; 
ixecutive for Fergonne f 
} and idainistration . |: 
bo Abbachments = None. : a 
| ee ; 
. — Distribution =A 
1 . ; ws wee eee ce ee ers t 
} ne . oo {i 
[: _ EFFECTIVE 50 TUNE 1947, org ; NEORANDA ‘HAVING BEEN: RECINDED ARE NOP. pRPPROPIVE At 
‘APTER i, etiahe (1947 oe fk 


s ia Does pe, 
trated Sannin. 9 fet nae al hi eng pangs Vis ener ents 


: 1 . . 
201 tate ny nnn nrinninetn ne ana pon 


: ‘Approved FoF Release 2003/01/27 : CIA-RDP81-00728R000100040027-1 


CENTRAL INTELLIGENCE GROUP 
Washington, D. C. 


MEL ORANDULL | 20 Fobruary 1947 
NUMBER : 


SUBJECT: Porsonnel Nelations Policics 


e 


i 
H 
\ 
‘ 
SI 
i 
H 
i 


BYFDOTIVE UNTIL 50 JUN 1947 UNLESS SOONLR -2USCINDED 


ry 


1. GUNDRAL 


Qe It is the policy of the Contral Intelligence. Group to 
cevelop ond maintain good cmployco relations as an important 
and necessary part of its personnol programs. The Personnel. 
Division, Personnel and Administrative Branch, is: charged with 
the responsibility of promoting rood rolationships among tho 
. operating officials and the omployces of CIG.- As a part of 
pace e - management, tho Porsonncl Division is vitally’ concornod with 
tho development of constructive day to cay work relationships | 
to the end that such working conditions and rolationships will 
onhance morale and officicncy.s A fey oe ad 


ie be OIG is required by law to apply the uniform efficiency 
i rating system as the mothod of ovaluating civilian omployocs? 
performance in carrying out assigned tasks. Tho Director of 
Contral Intclligonce is roquirod by tho Classification Act. of 
1923, as amended, to rate the officioncy. of cach omployac who 
. is subject to tho rating system. Tho Dirootor has dolegated to 
ee ' tho Chicf, Personnol Division, the responsibility for admin- _ 
-istering tho officionoy rating program in CIG. It is the diroot 
- responsibility of every represcntative, of managemont in CIG to | 
- apply the principles of the officicney rating systom, os an oid 
to good managemont, not once a year, tut throughout the entiro— 
ycar as provided for in Civil Sorvico Commission Regulations 
anc in accordance with future dircetives to be dssuod by CIGe 


Ye ln Sea oe : $0 ie see 
Qe “It is tho responsibility of the Personnel Division to 
‘advise on gricvance mattors, complaints end related »robloms, 


anc to assist in dovcloping and assombling information ncocos= 


sary to cquitably resolve any givon probloms 


; .. de A specialized service is available to the omployces of 
Rene ae CIG ‘in other fields such as housing, financial matters, froup 
ap eee hospitalization, income tax assistanco, and other: wolfaro 
activitios, | 


(184) 


Ae 


AL est SA Memeate atnat eccrine ieee enn inn tr pacer iron batynetrenenin det retary 


sab cigcacerti theatres ennensidpeathaee potatoe Ce ie ica al 
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~~ 2 - 
Ze FUNCTIONS OF THE PERSONNEL RELATIONS SECTION 


It 4s the specific responsibility of the Personnel 
Relations Section of the Porsonnel Division to: 


ae Advise and assist management in the formulation and 
application of policies dosignod to improve and maintain goed 
working relationships. 


be Encourage and promote the ostablishmont. and usé of 
dofinito means of communication and channels of information 
botwoen managemcnt and other cmplovycoose 


Cer Establish officiency rating. policies in CIC within 
the framework of tho uniform and compulsory cfficicney rating 
system promulgated by the Civil, Sorvice Commission, and to 
insure that Efficioncy Rating Committcos are cstablishod and 
that thoy carry out thoir responsibilities in an equitable 
manner. ies : 


ad» Encourage administrative ond sunervisory officials’ in 
tho development of performance and "job" requiroments and to 
coorcinate the efficiency rating program with all other per- 
sonnel activitios. : . 

\ 

Oe Advise Efficiency Rating Committcos regarding proper 
‘proceduras and regulations, and to administer appellant pro- 
coduros, both administrative and statutory. 


£. Ronder assistanoc. to omploycos as needod, including 
counselling, intorim and pro-cxit or oxit intcrvicws. 


* 


fe Act in a staff and advisory cnpacity to management und 
employees in the handling and disposition of griovancos, com- 
plaints, and rel&ted nroblems. — 


he Aidc menagemont in ceveloping end maintaining harmonious 
relationships with omployce groups and organizations, . 
2. Conduct special studies on matters of disciplino, 
_ grievancos, absontocism, and other problems, and to rocommond ~ 
and advise on remedial proprems or moasuros where necdode 


de. Bo responsible for the Group Hospitalization Program — 
‘within. GIG, oand.furnish acvico and assistance to sub-troasurers: 


throughout tho’ agonoye 
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Se FUTURE INFOMATION 
SS 


Tho above statements constitute the goneral functions and 
responsibllitios of the Personnel Relations Section, Fersonnol 
Division... Additional information concerning spocific phases 
of the Program involving procedure, forms, and thd relation 
of the Program to operating officials, management, and 9. 
individual employees, will be doveloped from time to ‘time and 
will be made available to all omployoos*of CIG,’ ae a 


4. ASSIS TANCE AND INFORMATION — 
. Requests for assistance or information regarding tho policios el ee AST. 
or programs. described horoin should be dircotod' to tho Chior, hoe 


Personnel. Relations Section, Persomnol Division, in Room 118, _ Beit? - ~STATINTL 
North Building, or by “tolophono on CIG Extension oe 


ra 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


=&E ro for Porsonne 
ond Administration 


Attachments - None | 
Distribution - A 
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CENTRAL INTsLLIGstGs GROUP 
Washington, TD. C65 ee 


i oe Mi on of a sod 


HIMGRAND ae 18 February 197 fo 
* NUHBsR oe _ “y yy 


SUBIWCTS PROCDUR FOR LSTABLISHMLNT oF ORGANIZATIONAL 
; STRUCTURS AND Pat RSONNST POSITIONS “iTTHIN C.I.G.., 


aFPucTiva UNTIL, 30 TUN UNLuSS SOON.R RuSCINDSD 


STAT 


(NOME C.T.G. MAMORANEYA sof pat LIMTTaD DISTRIBUTION - 
ARMY: OFFICARS | ONLY) . 


~ 


lL Action by "Advisor for Hanagenents v 


Be In ecordination with the Office or. state. Section 
concarned, determine functicnal re ‘spensibilities,. internal 
organizational structure, and tentative pesitions and grades - 
assential to efficient operations 


be ‘In coordination with the Chief, Clas sification and 
Salary Administration Section, Personnel, Division, PAA 
Branch, review. tentative grade classifications for pre- 
‘sentation to Givil service Commission, : . 
@e In coordination with the Chief, Finance Division, 
-P & A Branch, review total number of positions recommended 
and astablish personnel ced ling 5 to meet budget requirements. 


de “btain approval of. the "xecutive Directcr te ten- 

tative Tables of Organization and personnel ceilings and 

transmit them to the Executive for P & A for ‘distribution and 
a fur thee actions ; SO 7 oe | 

. . 
Se. Upon receipt ‘OF information of gradrs and positions ° 
finally: established by the Civil Service Commission, prepare 
final Tables of” Organization and forward them, together with 
personnel ceilings, to the uxecutive for P & A Tor appropria ate 
distributions noe 


o£. - Conetantly. servay the requirements of C. Te Ge. ‘activities - a 
and -racommand. changes in functions ,. organizational structure, 
and Personnel needs. whenever nNecassarys 


| EFFECTIVE 30) oN | 1947, “org. WIRLORARDA WILL REMAIN IN *ORCE UNEEE CANOELLED - : 
erent ens oa ee OR SUPERSEDED | so 


aoe) 


vs Rabon DED aR. ora. GuNE RAL ORDER = SOT Se oa phe 8 STAT 


40! a teen ntenn tegen sinh 
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t 


Ah TEESE 


spetines 


aes . = Qe a by axecutive for F & At 


ae Distribute tentative and final Tables of organization ae 
and personnel ceilings as mace tee Deron 


ay ye aan Rasa teeter 


(1) Three to Office or staff Gestion concearnads » a 
(2) One to Finance Division, P & “A Branche 
(3) Three to Personnel Division, P & A Branch. 


ibe Require ‘Finance Division to: (1) -Coordinate with 
Advisor for Management in establishing. parsonnel ceilings — 
with budget Limitations 5 (2) Jstablish such procedures as. bog Ae ORE 
may be necassary to maintain a budget check on position ae 
control by Parsonnel Biv ister ; 


Ce Raquires pavscnned Division to: 

Ges stablish ‘recommended grades ‘and ‘positicns with 

Civil Service Conmissich. ae: =e 

: (2) Coordinate with Offices and Staff Sactions to. | et ae 

fo . ’ procures authorized cae in accordarice with astablished . 

os ne - policies and procadures : ee 
: (3) Bstablish aid ced nibedn’ position eoninon pro- te 

céduras to insure that grades ‘established in Tables of Orgar- 

- ization and total authorizations established by personnel — 

be . . - geilings are not excerdeds ee eos ees Ai hott 


a Aetiion by Assistant Giactors and Heads of Staff Sractions: - 


a. Coordinate with Parsonnel Divis sion, P & A Branch, aati, 


Fo tae “pers sonnel procurement for their activitins, under ¢stablished 
| aro poneee and procedures. a 
ee os b. Js tablish and mairitain inte rnal position control pro- 


: 


ve cedures to indus that procurement requests do not exceed 
Py grade, and personnel echo eae. 


Ce Keep Parsonnel pivision tnPornsa of any sssential 
priority requirements for Doe a 


de Coordinate with the Advisor - -for Hanagenent in 
astablishing internal. functions, organ aat ional See and 
personnel: requirements. 


eu encase tn seein EN TARA AIP DEE ER FETS 
hares : : i ene 


rage 


an ia ae ri Peer ate: 
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Cee : 


ss (Generale. 


"No As teolished finctions Or organizational coat ere 


we ve changed without the prior concurrence of the: Advisor 


for Management, and approval of the Executive: Diractor. 


ae No databli shed personnel authorizations: or ceilings 


pie be changed without: prior concurrence of the mxecutive: 


for P.& A and Advisor for penecon nt and approval. of the: oO 
ixecubive DECC VCE 


: soe 


ee 


ye 2 


FOR, TH. DmRwoTOR OF LaNTRAL INT TLL TONG 
axec tive for Personnel 
* and Administration _ 


attachments “- none 


Distribution: A 
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_ENTRAL INTFLLIGENCE GROUP 
' Washington, D. Cc. 


3 C.I.G, MEMORAIDUM = | ll February 1947 
Be No, | os 
. STAT } : we ‘ 4 : : - 

me Big tae SUBJECT: Accountability and Responsibility For Property at 
i: - CIG Installations (Effective until 30 Tune unless 
. . sooner rescinded): | | ew 


a. Authority 


: In accordance with the provisions of USCA —< 
Title 31, Sections 39, 90,'91, 92, the Central Intelligence 
Group, as an independsnt agency, is responsible for the 
establishment of policies and procedures pertaining to all. 
phases of property accounting. & complete series of prop- 
erty reguletions are in process of publication, and will be 
issued to all activities upon. completion.,. . — a 


be. Purpose . 
a This order is the authority for the establishment 
vo ech of. uniform property records to be maintained and procedures 
oe —-., to be followed in accounting for supplies and equipment at 
all CIG operating units and installations exdept those 
activities under the jurisdiction of the Director of The 
Office- of. Special Operations. Immediate action will be . 
taken to comply with the provisions of this order which are 
effective upon publication. - 


2. ACCOUNTABILITY 


a. 
officially designated to maintsin a formal record of CIG 
property on a stock record account, An individual go desig- — 
nated by a superior to maintain a formal basic record, show- 
ing by item the receipt and disposal of property,-and the 

ey, ok | quantity of property on hand, will be rcferred to as an 

eee : accountable Supply and Property Officer... 


™: . "Accountability" is the obligation of an. individual, 


wey 


Peso. Diy by 9 any commissioned or warrant officer of the U. S. 
Be Army or Nevy, or any U. S. civilian cmploycc, CAF-7 or 
above, may be designated as an accountable officer for 
public property under the jurisdiction of this agency. 


3. RESPONSIBILITY 


Bae oe "Responsibility" is-the obligation of an: individual io!) 
for the proper custody, carc, and safckceping of Government ; 


“property entrusted to his posscssion or-undcr his super- 


Vision whether or hot a Signed reccipt has bcon given. te 
Responsible individuals arc not required to maintafh a formal 
. Stock record account for property in. their possession, but 20.68% 
-o oo “the maintenence of an informal. record of reccipts and disse. 000." 

“eco cbursements is savigebiss 73088: Ve ere SO 


Seeineettins Sots tne mt emmunantenarteriae sp amneerpt ae wn dase 0 Semen tantra thee erent OE er FOP SCREAM enero aprn Nerd anps mewn nonce intin doe nmncncsicmten esis ated th wie 
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Se Bs be "Direct responsibility" is used to indicate. 
‘the responsibility of an individual to whom property 
has been. entrusted and who is specifically chonrged | 


with its care and safekeeping. 


a See | "Supervisory responsibility" indicates. the 

_ + Pesponsibility which will be exereisea by the senior 
. individual of an installation or unit Such as a branch, 
_ division, etc., to insure that all property over which -- 
he has jurisdiction is safeguarded, administered and 
accounted for. e : 


4, EXPENDABLE AND NON-EXPENDABLE PROPERTY 
loa, 0 Dae eee ee pee oe oo ee ee 
Oghret -Non-expendable property includes all supplies 
and equipment not consumed in-use and which ordinarily 
- retein their identity during the period of use, such as 
ah vehicles, machines, desks, and typewriters, — e ae 


Dees Expendable property includés all supplics and 

equipment which ars consumed or lose their separate “oe 

identity in usc. Spare parts, which are used to repair. 
or completes other articles, office Supplics, suchas |: 
. Stationery, pencils, 6tc., are considered expendable 

items. ©. are wer a ae ox ua a 


of 
‘ 


Ce ico eo tox accounting purposes, non-expendable items 


of housckecping equipment and office supplies having a 


unit valuc of lcss than $1.00 Will be considered .expen- © 
_ dable upon issuc, and will not. be carricd on the records ° 
_ Of the Accounteble Supply end Property Officer. Such. 
items include: cups, glass, sponge; pads, stamp; rulcrs, 
wood; removers, Stapler; trays, glass, ash;. blotters, 
. rockcr typc. es s etapa O Fen ag 1A ae 


5. ESTABLISHING AND MAINTAINING TOOK RECORD aCcourts In 


WASHINGTON AREA ae 


“a. General | con | ae 
(1) Arrangements will be made by the various 
offices and branches in the Washington Arca to 
determine the level at which accountable Branch  . 
Supply and Property Officers will be appointed. - 


ae 
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(2) Normally, accountability will be established 
at the~-branch level; however, this is not mandatory. 
The organizational structure of the office, and its 
‘gubordinate tnits (branches, divisions, ctc.), 
should be the primary factor in the determination 
of the. accountabj1i ty level. 


te . be Hstoblishing Accounts and Account Numbers 


(1) After the seacuntentatty level has been estab- 
lished, office, branch, and/or division chicfs will 
’ take immediate action to effect the appointment of 
an accountable officer for their respective units. 
Individuals designated as accountable Branch Supply 
and Property Officers will familiarize themselves 
with the officcs or groups of offices’ under the ~ 
jurisdiction of their unit. Utilizing Form 36-13, 
the. Branch Supply and Property Officer will este be 
lish an "Accounts Control Register" (Sample 
ittached ) for using offices within his unit. 


' (2) Fach office or group of offices will be | 
assigned an account number by the Branch Supply 
and' Property Officer. One individual within the 
office or. group of offices will be designated as 
the responsible person for the property issued. 
to HAE account number. ; 


0. Inventory Procedure 


STATINTL | (1) Administrative Order[__| dated 25 
no et October 1946, required that an inventory as 

de ee, oo of l November 1946 be used as the basis for 
NE: ; all accountable records. All property within - 

cece ase the branch,: alncluding - supplies. and cquipment 
in the possession of individuals, will be re- 
flected on ‘the records of the Branch Supply 
and. Property’ Officer. 


(2) ‘Upon ‘completion of ‘the ineentoe ee 
“property. on’ hand in cech account will be Listed 
on a Form No. 36-7, Request for Supplies, 
Equipment or Services," (Sample Attached), 
prepared in quadruplicate by the Branch Supply . 
and Property Officcr. Three copies of Form 36-7 
will’be forwarded to the: responsible. individuel 

in each account for checking and.signature. One 

_ copy will be held in suspense by the Branch 

a end. reper. Officer. 


Dee? Sanaa) NSE CARP tLe, foe ee 
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d. Consolidation of Inventorics 


(1) When the two signcd copics of Form 36-7. 
are returned by the responsible individuals me 
within the unit, the Branch Supply and Property 
/ Officer, will consolidate all the original copics 
- py item. This will constitute the Branch Supply 
er 2 and Property Officer's consolidated apening in-. 
a ventory which will be vouchered and posted as 4- 
ee ae debit to his stock record account. The signed 
Ge eta original copics of Form 36-7 will ‘become. sub- 
vouchers to the consolidated inventory, and will 
- be filcd as such in the. voucher: file under one — 
debit voucher number. The signed No. 2 copies - 
ot ee os of Form 36-7 will be filed in individual jacket 
ey oe files established for each responsible person. 
ee after the forms have been posted by account. number 
a to the section. entitled "Accounts Control" on the 
bes oie wale - peverse side of the "Stock Control Card," Form No. 
ae . 86-14 (Sample Attached). — Cela 


(2) Two copics of the gonsolidated opening in- 
ventory will be forwarded to the Chief, Property 
ee ci HE ES G Control Section by the Branch Supply end Property 
be 7 .  . Officer. a ee - | a et ae 
é, Forms to be Used and Records to be Maintained ~ 


(1) .-The stock record accounts: established by 
! the Branch Supply and Property Officers will be 
oe maintained by item on individual "Stack Control 
= ie - °° Cards," Form No. 36-14. The face of the Form 
i No. 3614 will be used to maintain a running 
balance of ‘cach type of non-expendable property 
issued to his unit. This balance will represent. 
the Branch Supply and Property Officer's total 
accountability for that item. The reverse side - 
2 of the Form No. 36-14, known oS tAccounts Con- 
i PSs: trol,” will be uscd to maintain a running balance 
Ue? 8. ae? by item of property held py responsible indivi- 
ee 2 duals in each account. The total of the balance 
- of the individual Accounts on the reverse side. 
of Form No. 36-14 should equal the quantity. ~.° 
shown in. the "Balance" column on the face of the 
“toes Control Card." 2 i ee 
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i: | (8) ° Branch Supply and Property Officers will 

Bog . maintain a "Voucher Register" on Form No. 36-15 

| -(Sample Attached) which will be used to record 
by number the vouchers that are posted as trans- 
actions to the "Stock Control Card." after such 
entries have been completed, the vouchers will 
be filed in the voucher file.: 


(3) Individual jacket files will be established 

i » ‘and maintained for the responsible individuals of. 
cs each account serviced. by the Branch Supply and | 

Property Officer. All vouchers representing trans- . 

ee 7 actions between the Branch Supply and Property 

ee ae, : -. Offieer and the responsible individual of the ~ 

account will be filed in the jacket file for 

that particular account after said transaction | 

has been posted to the "Accounts Control" section 

of the: "Stock Control Card."— 


“Postings to the Stock Record Account 


In 


(1) All non-expendable property received from 
the Supply..Section, Services Division, or from 
‘any other source, Will be posted as a debit to 
the "Stock Control Cards" maintained by the Branch 
Supply and Property Officer. . 


(2) Issues made to individual accounts will not 
So. constitute a credit to the stock record account 
2 of the Branch. Supply and Property Officer, but. 
will be posted to the "Accounts Control" section 
on the reverse side of Form No. 36-14. The 
‘total accountability of the Branch Supply and. 
Property Officer is not changed when *Mene randum 
'-Receipt" issues are made to individual accounts 
Within the unit. | ne eae. : 
(3) ‘Returns of excess. non-expendable property | 


to the Supply Section, Services Division, or any 
--other dispositions made in. accordance with in- 


*. . 2 : 5 e e is . 
structions from’ the Supply Section, will be 7 bet aa 
.. posted as a ercdit to the "Stock Control Cards™. 8 2 fy 
_ of the Branch Supply and Property Officéré . Se neat 
oe i , 
ogi 
Be 
ne 
be 
dle s 
| “3 
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__ and equipment under the control of the Supply Section, 


B Gane 


4) Expendable Supplies, such as stationery, 
office supplies, 6tce., will-not be carried on 
the stock record. account of the Branch Supply 
and Property Officer, nor will they be reflected 
On the "Accounts Control" Section of Form No, 


36-14. Expendable Supplies may be requisitioned 


by the responsible individual of the using office ee ee 
directly from the Supply Section of the Services ~ anuh 
Division. es “eet i 


(5) Non-expendable property transferred from 
one Branch Supply and Property Officer to another. 
Branch Supply and Property Officer Will. be. listed - 
on a "Property Turn-In or Transfer Slip," Form 
No. 36-24 (Sample “Attached) or on WDAGO Form No. 
447, prepared in sextuplicate by the consignor 
or transferring officer. The consignor will re- ' 
tain two signed copies of the property transfer 
document, one of which will be posted as a credit 
_ voucher on the face of the "Stock Control Card" 
. 4nd subsequently filed in the voucher fiic. The 
Other copy will be posted. to the "Accounts Con 
trol" section on the reverse Side of the "Stock 
Control Card," and placed in the individual - , 
jacket file of the responsible officer being re- 
lieved of the property. The consignes, that is, 
the receiving accountable Branch Supply and. a 
. Property Officer, will use one copy of the trans- 
fer document to debit his Stock balance on the 
face of the "Stock Control Card," and file same 
in the voucher of the "Stock Control Card," and 
Will be placed in the jacket file of ‘the receiving 
Tesponsible officer. The consignor will forward 
two signed copies of the property transfer docu- 
ment to the Property Control Section after the 
transaction has been completed, - | 


° 


&- Records Meintained by Supply Section 


Accountability will be established and stock 


record accounts will be maintained by those individuals 
who are responsible for the storsge and issue of supplies 


n 7 


Services Division. 
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a 6. ESTABLISHING AND MAINTAINING STOCK RECORD ACCOUNTS AT 
oe so INSTALLATIONS OUTSIDE OF WASHINGTON AREA | 


een -  @.. Inventories. 


ae 


_ . mee 2) Instructions from Washington directed that 
i an inventory of all non-expendable Supplies: and 
equipment in use, and all expendable and non» _ 
expendable property in Storage, be taken at each 
‘Station as of 1 November 1946, one 


~ (2) This inventory should have included the 

Supplies and. equipment on hand at the station 

and non-expendable property at satellite in-.| 

Stallations under the administrative control of 

the station. The property taken up on the 1. 

November 1946 inventory-will be used 4s a basis 

for establishing stock record accounts. a 

(3) All Government property in the ‘custody 

of individuals ‘at a field installation will be 

reflected on the stock record account of the ae ee 

accountable Supply and Property Officer. ‘The ae vars 
|property will be: issued to the individuals ona Mths, 

"Memorandum Receipt” basis, and upon separation 
or transfer,.the individual will return, said 
‘property to the accountable Supply and Property 

Officer, and will obtain a receipt for same. 


{jo 


-. Forms to be Used and Records to be Maintained 
oo tained 


| . (1) The accountable supply and property 

ER So! officer for each station will maintain stock 
. reoord cards by item for all non-expendable | 
bcs ae and expendable supplies in stock available for 

oa, issue, and for all non-expendable property 

a ae _ issued on a "Memorandum Receipt” to using 
ae offices within the station and to satellite 
- "activities under the jurisdiction of the 
L eae _ station. Form No. 36-17, "Stock Record Card," 
Sigh S a8 at (Sample Attached) or AGO Form No, 421 may be 
pi : utilized for maintaining stock record accounts. 


(2) In addition to the stock record account, 
the accountable supply and property officer. will 
be required to maintain individual jacket files 


PRESETS TE TSI etn eres 


i for property issued on "Memorandum Receipt."  A- 
‘. "Voucher Register" should be kept on Form No. 36-15 
a (Sample Attached) to record by number the vouchers - 
OS which are posted.as transactions to the stock 
‘ record account, cor oe 
Be 

PE 
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"Memorandum Receipt" Tssuse 


(1): Non-expendable property .used within the 
. gtation and in satellite activities under the 
3 ; : jurisdiction of the station ,will be jssued by. 
: Pa 3 | the accountable supply and property officer on 


a IO TEP a ren 
Q 
e. 


oe : a "Memorandum Receipt” basis to responsible 

i REL oe a  4ndividuals., Upon issue, the "Balance on | 

: Hand" column of the "Stock Record Card," Form 

bot : 7 No. 36-17, will be credited and the Memorandum . 

cae * Receipt” balance will be increased. When AGO 

ea ted eh ‘Form No. 4é1 is used, the "utility" column 

phe. SP ee : will be utilized for the "Memorandum Receipt”. 
ect “Dae entries. a | 


mee) The balance on hand, together with the 
balance issued on "Memorandum Receipt” as shown 
on the "Stock Record Card" will represent the 
total accountability of the accountable supply 
and property officer for any particular item. 


(3) Accountability for expendable gupplies 
- ceases when issues are made by the accountable | 
supply and property officer; the receipted ox 
transfer document will constitute a credit to. © 
his stock record account. 


DE Fc Sue 4. Property Acquisitions and Dis ositions 


ee fay ec a (Po * othe accountable .supply and property 
“4 i a — officer of each station will prepare 4 
: MGonsolidated Property Report," Form No. 

4 : LY ett Z6-22 (Sample Attached) as of the last day 
ep. of each month. This report will indicate 
fee by item the total gains or losses of non- 
bo a are expendable property which have occurred 
during the month. Items. whose balances 
have not increased or decreased during the 
Bo ra ee * reporting period will not be included on 
Pe ae ag Be ee “the Form No. 36-88. 


(2). Form Mo. 36-22 should be prepared 
in triplicate by the accountable supply and. 
property officer. The original and one copy . 
will be forwarded, through channels, to the _ 
~Chicf of Services, Washington, D.C., Atten-. 
tion: . Property Control Section, to arrive 
not later than the 15th day of the following . 
month. eed 2 ast oS 


ae 


we 
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(3) "Memorandum Receipt” issues and returns 
do not constitute a change in the total ac- 
countability of the accountable supply and 
' property officer, and such transactions will 
‘ae not be included. on the "Consolidated Property. 
a ee Report." Reccipts will include property re- : 
3s ccived from local Army or Navy supply sources, 
. , Services Division, Washington,. local ‘purchase, 
oe : | and all property: turn- -ins, exeept memorandum 
as mo Receipts, . made by individuals and/or using | 
Ear . . agencies... Overages accounted for on "Reports 
‘ . & of Inventory Adjustment" will be classified as 
Ee + receipts. Disburseménts will include all issues 
ee (except memorandum receipt) and transfers of 
supplies end equipment. Shortages accounted ee 
for on "Survey Reports" and on "Reports of. 
i Inventory Adjustment" will also be jlassi tied 
eG 7 | as disbursements. 


a reer re 
Pe! 


7. AUDITS -° * 


. All property | serountee maintained by deatenated iecounteuls 
supply and property officers will be Subject to. periodic audits 
and inspections by a representative of the Property Control 
Section, Washington. Accountable officers may be held pecuni- 

-arily liable for any discrepancies which are discovered in the 
course of the audit unless such discrepancies can be satis- 
factorily explained and corrected. 


8, PROPERTY CLEARANCE FOR INDIVEDUALS : 


a. Washington Area 
te) 2 (1) All individuals must obtain a signed 

: <% property clearance from their Branch Supply 

; and Property Officer. upon separation or trans- 
. fer, and no final payment will be ma 2de by the 
ie: _ . finance officer until such clearance has been. 
is obtained. 


aks (2). Property in ine possession of individuals 
B who are being separatcd or transferred will be - 
B. | > & returned to ‘the. Branch Supply and Property Officer. 


Io 


Outside Washington Area 


(1) Upon scparation or transfer froma « 
station outside the Washington area, all 
- dndividuals must obtain a signed property 
os 8 clearance from the accountable supply and 
RD 4 property. officer, All property in. the 
possession of such individuals should be — 
turned in to stock prior to departure, and 
a receipt for same will be given to the in- 
-dividual by the accountable supply and 
property officer, 


3 
a 
qe 

a: 
i 
is 


proved For Release 2003/01/27 : CIA-RDP81-00728R000100040027-1 


: Approved For Release 2003/01/27 : CIA-RDP81-00728R000100040027-1 


we SOs -_ aid 


! : : (2). Personnel returned to the U. S. from overseas 

[ch bs, Se “3 _ installations will not be allowed to retain any 

: ! 3 Government property unless said proparty is essential 

: . : for the completion of the Journey. The items re- 

tained, if any, will be listed on the reverse side 

. ' of the property clearance certificate, and will be 

! immediately returned to appropriate Services Division 
. Supply Officers upon. arrival in Washington, 


ee | | Pe LOST, ‘DAMAGID, OR SLOLAN PROP&RTY = SURVEYS: 


ae General 


(Le ‘The policy of this agency senvsininwe that some 
“individual will be responsible at all times for the 
care and safekeoping of Government property. In oases 
where proparty is lost, damaged, stolen, or destroy2d. 

_ by causes other than fair wear and tear in the serviee | 
‘of the Government, the responsible incividual will pre~ | 
‘para a "Survey Report", Form No. 36-18 (Sample attached) 
in Sacrcanse with the procedures eperined below, . 


(2) ee Reports" must be initiated. by: the respon= 
sible individual within thirty days after the Loss, 
damage, or pepeictecs has been dis covered. 


be Preparation and Distribution of “Survey Reports! in 
Washington Area 


“CL the res ponsible individual will initiate "Survey 

~ | ete _ Report" Form No. 36={14 prepared in sextuplicate, for 

; lost, damaged, or stolen property. If the eee 

preparing ‘the "Survey Report"! holds the property on 

“Hemorandum Raceipt" basis and is responsible but ae 
a accountable, he will forward the original and four copies 

bo BE Ure se ees raport to his Branch Supply and Property Officer, - 

2 ' - who wlll post one copy as a credit to his stock. record 

: , account. Another copy will be used to make | appropriate 
deductions from the "Accounts Control" section of the 
"Stock Control Cards" and will be filed in the re- 

- sponsible individual's jacket file, The original. and 
two copies of Form No. 36-18 will then be forwarded to 
the Proparty pont section. for investigation and 

- aetion, 

fg : : ate, fe ae 7 

: 7 : _ (2) When an accountable Branch sappy: ‘and Property ae = 

ie Officer initiates a "Survey Report" as the responsible es a -| 

"ihe es : individual, an original and three copies of Form Noe | ees | 

36-18 will.be prepared. One copy will be vouchered, Soho | 

posted to the stock. record account of. tke accountable arog - . 

officar, and filed as a suspense voucher, The original ee ee 

-and two copies of the "Survey Report" will then be for- 

warded to the a dale Control Section for investigation, 

and action. : - 
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(3) Final decision on all "Survey Reports" will rest 
with the G.I.G.» Property Survey Board. The Chairman 
of the Board will act on said "Survey. Reports" for the 
Diractor, Cantral Intelligence Croup. » ey 


(4) ‘when final action has been completed on the 

“gurvey Report, one copy will be returned to the 

-rasponsible initiating individual and it will be filed 
by him as a valid voucher in lieu of the. suspense eopy 
ef as which he has retained. ee 


ce Preparation and Distribution of "Survey Reports" 
outside Washington Area 


(1). Supplies and equipment lost, damaged, or stolen, 
will be listed on a "Survey Report" Form Noe 36-18, 
initiated in quintuplicate by the individual having 
direat responsibility for the property. Chief of 
Stations will appoint a disinterested investigation 
offieer (civilian or military) to examine availatle 
avidence regarding the loss, damage, or destruction, 
snd his findings will be included on the reverse side 
of the "Survey Report". a 2 


(2). If. the responsibl: individual is not accountable 
and holds the property on a "Memorandum Receipt". 
i pasis, an original and thra- copies of the Form Hoe 
nO oo 36-18 will be forwarded by him to the accountable 
- | officer, The accountable officer will use one copy as © 
a credit voucher to clear his stock record account for 
ae the items lost, demaged, or stolen, and one other copy 
pet ee y 3 willbe signed by the accountable officer and will be | 
: forwardad to the chief of station for final approval 
J or disapproval, After the "Survey Report" has been 
approved by the chief of station, one copy will be. 
| . - paturned to the originator, and one copy will be for- 
eee . i. warded to the Property Control Section, Washington, DeCe 
for informational purposes. ce 


ge - | (3) When an accountable officer initiates the “Survey 
Report", an original and four copins will be prepared 
by him. One copy will be posted to his stock record. 
secount and filed as a suspense credit vouchere The 
suspense voucher will not ba considered a valid vouchor . 
until an approved "Survey Report" signed by the Chief 
of station is returned to the Accountable officer con- 
cannade / 
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i | (4) survey nebar ten which have bean. disapproved by © | 
= the chicf of the station will be forwarded in duplicate 

1 to the Property Control Section, Washington, D. Gey 

for final action and review, “hen action by the Proparty 
Control Section has bren completed, one copy of the’ 
"Survey Report" will be returned through channels to 

the ras PouesP is initiating individual. 


a acre 


ae / . 10. PROPTRTY WORN OUT THROUGH t AIR WoAR AND TUAR 
ae Was hington Area 


| ; (1) Branch Supply and Property Officers will execute 
PRES 8 "Proporty Turn-in or Transfer Slips", Form Noe 36—2h 
“in conmction with the return of proparty worn outy or” 
otherwise randerod unsarviceabla through fair wear 
and. tear without fault or neglect on the part of any 
individual, or individuals, or ‘property which has be-= 
come chsolnte to appropriats supply and proporty officers 
of. the Servicws Division. The responsible. and/or 
accountuble individual will b. given credit for said 
turn=in on a copy of Form No. 36-2). 


(2) Proporty will not bo consid: ed worn out through 
fair wear and tear, nor will cradit be given unless it 
is returnad to proper supply channols. The determin- 
ination as to the validit; of the fair wear and tear 

: of the proparty will be made by the appropriate Services 
i "as Division Supply Officer accepting the turn-in, 


~ be. Installations Outside Washington Arza . 


(1) . Property worn out, or otherwise rendered. un- 

servicsable through fair wear and tear without fault or 
neglect on the part of any individual or individuals,. 
or proporty which has become obsolete, will bo re= ae. 
Fs = ~  turnnd to thd accountable officar of the station for = ares 
: ; credits Accountable officers will sither effect repair 
of the items worn out through fair wear and tear or 

will make disposition of said items muah. salvage 

or other aval Llabla meanSe 


(2) jccoaneepie supply officers will use "Reports of 
Inventory Adjustment" to claar thoir stock racord 
. ‘accounts of proparty which has boon worn cut through 
oe : : fair waar .and taar.. Items of this typ: will be listed 

ie ona "Réport of Inventory Adjustment" with the following 
cortificats signed by the accountabls supply and’ 
prop=rty officer and approved by the chirf of station: 


Perera eeraest 


ae CERNE IEEE 
s 


Sarin as aipe te i are mint ckonpaes ra tees ek sap ates Laas as ET eae 


Approved For-Release 2003/01/27 ; CIA-RDP81-00728R000100040027-1 


: “Approved For Release 2003/01/27 : CIA-RDP81-00728R000100040027-1 


I certify that the items listed her-von' have 
worn out through Pair wear and tear in the 
service of the Government without fault or 
‘oa neglect on ‘the part of any individual or 
pate ke individuals, and that said items ara not 
. . economical cule repairable. : 
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Bo Sn a Sas Pee ae | . Accountable Supply and Property Officer . 
APPROVED: 

t Poi , 


i. oF of St pation 


ea Ee oe “Li. "REPORTS OF THVaNTORY ADJUSTMENT" 


“> a. Ganeral 


Accountable Supply and Proporty offiears may ienaees 
: = the "Report of Invanto y Adjustinsnt", Form Noe 36-16, 
ia ag ay Ewe Sample Attached), or KG Form Nove Lili, to adjust - 
- . disc apanci 28, which may appear on their stock record 
accounts, resulting once arrors in nomenclature or 


: oo - posting. The overages and shortages of Like items - 
. _ should offent one pen on the "Report of Inventory. 
oe Adjustmant", The use of a "Report of Inventory Ad- 


Uae by an. accountable supply and proparty offieer 

Ss will he Limited to reporting proparty worn out through 
Pe, “2 fair wear and tear as outli mod in Pare 10. de (2) 
- | - above, and the currection of nomenclature and/or 
posting errors on his stock record accounte 


be Washington Araa 
= (1) - *Rovorts ‘of Inventory Adjustment" will he pre= 
pared in quadruplicate by the accountable Branch . 
_ Supply and Preperty Officer, One copy will be held:in 2 
oo suspense by the originating officer, and ths original a 
and two copies will. be forwardad to the Property Control. 
Saction for review and f£ set approving action by the 
Chisf of Services. aay ey 


Approved For Release 2003/01/27 : CIA-RDP81-00728R000100040027-1 


WAT eal 


pe PI EEE PRS NEST REE EDRs ERT 


1. 
| 
| 


Distribution: 4 


"Approved For Release 2003/01/27 : CIA-RDP81-00728R000100040027-1 


ei ee 


(2) After the "Report of Inventory NesueSa has. 
been approvad, one copy will be returned to the 
accountable Branch Supply and Property Officer for 
posting ‘to his stock record account, and it will 
subsequent? y be filed as a valid voucher, “han 


Necessary, the suspense copy cf the Report. of 


Inventory Adjustment" will be posted to the "Accounts 
Control" section of the "Stock Control Gard", and 
filed in the: paepoas tbs individual's jacket. file. 


(3) “Reports of Inventory Adjustment" which are dis- 


approved by the Chief of Services*will be returned to 
the accountable Branch Supply and Preparty Officer 
with instructions tkat a "Survey Raport!! he initiated 
in accordance with paragraph 9 shove, 


. Installations Qutsidea Washington Area 
beeper anneteemneenmni tearm enmeminnemttememnntnen teem nance ned 


(a "Reports of Inventory Adjustment" will he 
prepared in quadruplicate by the accountable supply — 
and property officer of the installation. One copy 
will be hald in suspense by the originating officer, 
and the original and two copies will ba ferwarded to 
the chief of station for final appreval. Chiefs of 
stations are enjoined not ta approve "Keports of 
‘Inventory Adjustment" initiated to reetif ‘y dis- 
erepaneies ather than nomenclature changes and/or | 
posting ArLors e 


(2) After the "Report of Inventory Adjustment" has 
been approved by the chief of station, cne copy will 
be returned to the accountable supply and property 

officer for posting to his stock record ‘account, 
oa it will subsequently ‘ba filed as a valid voucier, 
The chief of station will maintain cne copy of ths 
"Report of Inventory Adjustment" for file, and one 
capy will be. forwarded to the Chief, eS Control | 
Saction, Hashing gton, De Ce 


(3) ‘NReports of Inventory ‘Adjustment which are 
disapproved by the chief.of station will be returned 
te the acccuntabl> supply and property officer with 
instructions that a "Survey Report" be initiate 2d iin 
accordance with paragraph 9° above, 


FOR THD DIRACTOR oF CaNTRAL INTSLLIGENCH : 


ixecutive for Personnal 
_and Administration 


. Attachments - 9 


nearer tee y woman 


"Approved For Release 2003/01/27 : CIA-RDP81-00728R000100040027-1 


STATINTL 


COCOA 
CC 


(1442) 
GRADE 


-1 


‘w 
J 
az 
o 

z2 
e2 
ra) 
oz 
= 


oe 


000100040027 


hae ld 


PARO PASTA 
ROOM NUMBERS 


Approved For. Release angy/pa/2z 6 


as ats aa gn ib ices, 


sep, i948 307. Approved For Release 2003/01/27 : CIA-RDP81-00728R000100040027-1 
a a ce CE tAL INTELLIGENCE GROUP 
REQUEST FOR SUPPLIES, EQUIPMENT, OR SERVICE. 


DELIVER 10 


‘SERVICES DIVISION 


(CHARGE APPROPRIATION CHARGE ALLOTMENT c 
PLEASE FURNISH IN ACCORDANCE WITH INSTRUCTIONS ABOVE THE FOLLOWING ITEMS WHICH I CERTIFY: ARE NECESSARY FOR USE IN THE PUBLIC SERVICE. . 


rn TGUEETING OFFICER “ - CHIEF, SERVICES DIVISION 


ry 


ee ES A AS SS SPS 


| 


is 19 20.2 22~=«23~04~=S ; 
RECEIPT. 
peer aT CERTIFY THAT THE MATERIALS AND / OR SERVICES ITEMIZED ABOVE HAVE. BEEN RECEIVED 
a IN THE QUANTITY AND QUALITY SPECIFIED EXCEPT AS OTHERWISE NOTED 
SCPACKED / DELIVERED BY am | | 
SHIPPED BY, PREIGHT C)— EXPRESS (PARCEL POST.) MAL) Reads % 
i ie ge , | 
georr B/UNO. | ee 
4 CONTINUATION SHEETS. . . ye pate 
(NOTE AND FOLLOW CAREFULLY INSTRUCTIONS ON REVERSE SIDE) ie 
nee a oestrus sao cronies y os 


cece eng nena ee 


‘3. Since the Services Division wi 


ee 
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we ee INSTRUCTIONS 


1.. Prepare in quadruplicate. . 


2. Do not. number requisition. = 4 . 
ill number the requisition and. return one' copy to the requisitioning office, 


please refer to requisition number when making any inquiries. on 
4. Filling of orders will be accomplished more expeditiously if the following instructions are observed: 
_ (a) List all items in stock number sequence and all forms in numerical sequence under Standard, Commission, 


-and/or other forms. 
(b) Do not list more than one item on each line. 
5. This form is not to be used for duplicating or printing and binding requests. 
6. Forward requisition in accordance with prescribed Administrative instructions. 
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DATE 
RECEIVEC 


25X1A 
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iene: 
2 : CENTRAL INTULLIGENCS GROUP 
i - ; Washington, De Ce 


i cee MEMORANDUM soy Ll February 1947 
 USTAGS S. wupR [ J] 4 . Rie : 
: : | SUBITCT: ‘Transmission of Cables and Telegrams Via Government | 


5 
pie | Facilities. 


Rc 


BEFECTIVE UNTIL 30 JUNE UNL"SS SOONTR RISCINDED 


STATINTL 4, PoLtey 
General Regulations [_|Sup'is. 2 and 3 provide 

‘that government transmission channels. shall be used for. 
official messages only. Accordingly, personal messages shall | 
hot be bransmitsed via CIG facilities and official messages 
shall not contain any reference to personal matterse 


i 


ca - gt OPPTCTALS AUTHORTZ5D TO APPROV3 CABLES AND TSLEGRAMS 
aes ‘fo insure that no personal or semi-porsonal telegrams or 
me ~.cabdles are transmitted through CIG transmission facilities and 
oe that the wording of messages is clear and concise, specific in- 
= dividuals in each office will be authorized to review and appiove 
«- all outgoing cables and telegrams. The Assistant Director of 
each CIG office will designate the officials to perform this 
_.9funetion, and will advise the Chief » Communications Division, 
“Attention: Signal Center, in witing of the names of the in- 
Raho eo dividuals so designated, and provide specimen signatures in 
oo i “each case. Changes in the names of the individuals so authorized 
shall, as they occur, be forwarded to the hief, Communications 
: * geo Division, Messages not approved by properly designated officials 
— - will not bé accepted for dispatch by the Signal Center, nor will 
: -. they be paid for from government funds if dispatched from 
rahe a facilities outside the agency. (xcept as provided for in Pare 
5 of this instruction.) : we 


, 


Pea 3, -REVIET OF MASSAGIS PRIOR 10 DISPATCH 


The following criteria should govern in determing whether 
or not messages, should be dispatched via, official channels: 


The urgency of the business should te a determining 


ae: 
- factors Any message which can be effectively handled 
: by air mail should >not -be transmitted by telegram or 
& ote 5a a cables Dispatch of lengthy messages by telegram or 
re as 2 cable should be held to the minimun, 
i : 
oe 
i ’ oN * 
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Ne Tele gr ams: to vendors relative to-delivery or payment, - 
for supplies and equipment should be initiated only ow. 
by authorized procurement or finance officers of the note 
Es “Ne Branch. 


Se acne LL Te 


oo ee Ga Telegrams to prospec tive appointees with regard to, 
ee positions, or telegrans to. empleyees regarding 
personnel matters should be initiated only by 
authorized recruitment or personne! officers. — 


a. The General Accounting Office has ruled (Comp. ‘Gene 
A=92370, 3/14/38) that where part of a telegram or 
cable is: construed.as being of a personal nature that 
the entire message will be considered personal and 
* the responsible officer will be required to make re=- 
imbursement at commercial rates plus tax fer the cost 
of the entire message. Included in the category of 
personal messages are the following pa 


(1) Advice to. ‘relatives regarding the ‘arrival 
or departure of an ‘employes 


(2) Requests for hotel reservations. However, 
the mention -of hotel reservations in telegrams 
relating to official travel, between. admin= — 
istrative officials and empleyees may be ecn= 
Sidered as merely incidentul to the official | 
ae business involved (comp = Gen. G-li7371, alelha) 


7 Se ram, GG ~ (3) Congratulatory messages of any kind, — ous : ee 


ae 8 | (4) Inquiries from or advice te enmlevess re- 
AN: ‘ de 9 ae garding extensions of leavs, payment of 
Salary or travel accounts, etce 


ee o (5) Any messae whieh may be eonsaucd as “being 
foe 1p 2 - . to the primary interest or benefit of an 
ae oe ee = individual rather than the furtherance of 
i, ee ae Fe wg a as ans official government business. 


ie COLL T MESSAGES 


ae 


Ps ait incoming | collect ‘messages will: be accepted unscreened 
by. the Signal Center and forwarded to appropriate offficialse . 

on” EY ae collect message. is construed as‘ being personal rather than as 

official, the. receiving official will forward the message te- aS 

gether with a memorandum of explanation to the Fiscal: Section, — 

) Finance. Division, and: the Chief, Fiscal Section will proceed to. 7 

~, effect.a.collection at commercial rate plus tax from the Tespon= : 

_ sible | party, ee other appropriate actions : os nee 
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- EXCEPTIONS 


In instances where for security reasons official messages 
are dispatched directly through regular commercial facilities 
in aecordance with applicable security plans, the sender will 
pay the cost of the message from his personal funds, but may 
make claim for reimbursement thereof in accordance with existing 
CIG Regulations. — - | 


FOR THE DIRUCTOR OF CENTRAL INTSLLIGINCE: 


Executive Sor Persorine 
and Administration 


Attachments - None 


Distribution - A | | ae ; a 


“oSTATINTL 


— 


: P05 se RAGTRIOTED 0 ies ven ghea oe 
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CENTRAL INTGLLIGEICL GROUP - | a fe ae 
Washington, De Ceo. . - 


Sr Er a Sen TENT ee 


N 
11 Fobruary 1947 


seen hee ee eg 


“we 


: - yt oRANDUM 
25X4° © MUMBER 


SUBJECT: Change of Mailing Addross of CIG 


EFFECTIVE UNTILL. 30 JUNE 1947 UNLESS SOOHER RESCINDED 
le Reforcnac C.leGe Administrative fey era 
f / 1946, Subject: "Tontative C.1.G. Administrative Proceduro for tho _ 
25xX1A - Handling of Incoming and Outgoing Written Communications Excopt Cables", 
F ; nnd Momorandum for all CIG Porsonncl datod 18 Docombcr 1946, Subject: 
"rogation of Contral Registry Units". | —_ 


7 8. Paragrath 5, "C.1.G. Adérose" of ——S SS 
Bo od Memorandum for o11 CIG Porsonne 


and Paragranh 2 of the above montion 
arc amended, and tho following address will be used for tho pickup and 
dolivory of all mail to C1IG activitics: 


-Contral Intolligonco Group 
aes 2430 E Stroct, He We 
~ et : 7 . Washington 25y. De Ce 7 ee e * 


e 
pages a eee 


fag: 


3. It is requested that all CIG activitios submit to the Exocutive “fer. . 
4 . Personnel and Administration tho namos and addrossos of corrospondcnts . or 
in order that thoy may be notificd of this change of addrosse nea 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Exccoutive for Personnel a 

and Administration 
. ATTACHLENTS: Nono 
 DESPRIBUTION: A. | s : | 


“RBS TRIG TED 


| EFFECTIVE 30 JUNE 1947, OIG MEMORANDA WILL REMAIN IN FORCE UNTIL CANCELLED — 
OS ee A oe 


Lctirremetenes mneeunmmicwvasnteiren ts wesucmareanerrat on threes 


ae coe ; 
* rane ernest iy ewtantemtenreee iti tenei mane tat ete 
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CENTRAL INTELLIGENCE GROUP 
Washington, D. Ce 


a Fobrwsry. 1067 | 


‘SUBJECT: Chango of Mailing Addross of CIG 


A | . EFFECTIVE UNTIL 30 JUNE 1947 UTLZss. SOONER RESCINDED 


ea 1... Roforcnee datcd 30 Soptombor 
| i 1946, Subject ores étrativo Proceduro for tho | 
: Handling of Incoming and Outgoing Written Communications Excopt Cables", 
: and Momorandum for all CIG Porsonnol dated 18 Docombor 1946, Subject: 
é "Location of Contral Rogistry Units", 7 : Para: 
25X1A. 2. Paragraph 5, "C.1.G.-Addroae" of 


‘and. Paragranh 2 of the above montionod 
are smended, and the following addross 
delivery of all mail to CIG activitios: 


luemorandum for all CIG Personnol . 
will be used for tha pickup and © 


Contral Intolligonco Group 
. 2430 E Streot, I, We 
Washington 25, De Ce 


Se It is roquostod that all CIG activitics submit to the Executive. for 
Porsonnol and Adminis tration the names and addrossos. of correspondonts - 
in order that thoy may be notified of this change of address. . . 


FOR THE DI RECTOR OF CENTRAL INTELLIGENCE: 


Executive for Porsonnol 
- and Administration 
: , . : 7 


ATTACHLENTS: Nono” 


DIS TRIBUTION: A 


SS 


Tas 


ee 
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HEMORANDUM | ‘UP February 197 
25X1A : 
TO :. Section Chiefs of Projects Support Division 


a 


25X1 - SUBJECE ; CIC Memoranda [sted U1 February i9h7, 
. ' Change of Halling 7 sa of CIG 


7 Vaet 


re ye 1, Reference is made to Paragraph 3 of subject 
v1) nétlorandun; By order of the Assistant Director for Special 
OQwprations, this paragraph does not apply to the Sections 
of Projecte Support Division, 


ot. 2. The remainder of the memorandum is applicable. 


25X1A en 


ae ata mead . 


Projects Support Division 


ce: Registry (2) 
_, Chrono File 


25X1A Subject F 
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# /{ 6 February 19h 


SURJUCT: Procedure for Requisitid¢ning Supplies) Nquipment @ 
aoe end. Serviced a | oe ae ae el 


LA 


EFYECTI y UNS STL, 0, “ang a9 UNL 85 sooNt, ISCTDI ome 


1. sia 


hd pace 4 is applicable to the procursnent, storage 

and issue cf all supplies, - equipment and sorvices required’ SS) 
for ay opétations and activitiss of the O.1.G.. pees —_ ee 
horein except od, or otharwise specifically designated, the a 


Executive for Personnel and Administration, the Chief, 
Services Division and “the Assiste ant, Chief, Sorvices Division 
shall be the sole agents Lor tha ps sr fortance’ of the above 

funewions, and any unauthorized action, obligation or vem- 
mitment on the part of any other individual will not be 

acounized or honored by the G.1.G. 


hiS 


‘ Herons OF REQUTS PREOLING pe ee ee 


Form No. 36-7, Request for Suppliss, Yquipment and 
“Services shall ba usad, except as otherwise stipulated, to 
requisition alls supplits, equipnent or servicns Se lees 
Will be subuitted invan original and two. carbon cepies anda 


sper ate requisition will: be made for sach of ths PoLLowine Se 
class3s of supplies or s2rvices: 2a5% : Oe Pees 


“Banendable Office Supplies 
Non-Sxpenda able, OLs Fquipment 3 
Seeiuniestion Guoliee and Equipment - eh Bee AGH oe 
Operational Suppliss and Equipment “e. 
Medical Supplies and squipmant 
Contractual 5 Sarvicas 
‘Maintenance and Repair: Service, 
and Space he 
Reproduction and. Printing (en 
Form, 6-8 ) 
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Be SXPSNNAGLS OFFIC OUPPLINS ; 
To eliminate the storing of stocks of supplies and equip~ 
Ment in the various branchos, the Supply Section, Services 
Division will maintain adequate quantities of adminis trative 
office supplies and forms as listad in the ColeG. Supply Catalog. 
Tho description ‘of items and stock numbars as listed in the 
Supply Catalog will be. usad in propering requisitions in order 
to prevent confusion and unnec3ssary delay in filling requ2sts, 
TO obtain office supplies and forms: listed in the Supply Catalog, 
Form No. 36-7 may be initdated by any reesponsihls officsr of the - 
“using offics ond forwarded diractly te the Supply Section (Base-—~ 
ment, North “uilding), Services Division, Dalivery will normally 
be mado within 2h hours to ths loc stion indicated, on the requi- 
sition, the reewiving offfeor will ba ruquirsd to sign for 
receipt of the supplias on a copy of Form Ne. 36—" whieh will be 
returned to, the Supply Sectien., tn Cortein instances, whore the 
eeds or the size ofan offies Justify, a smal’. supply of ax- 
bendable office supplies and forms may @: steckid by the office; 
for current uso. . However, in ne instance will an effisca he . 
allowed to stock mora than. a hormal one month's supply of expand= 
able supplizs,. © eb oe 


~, 


a 


‘ 


ie “NON-"XPSUDABL SUPELT RS AND EULPRIONT 

Requests for all. items of non-expendabls equipment and 
Supplices, including modical, communications, and operational 
equipment, will be preparad ou form No. 36-7 and approvad ny 
designated Branch Supply and Property Officors and forwarded 
so the Supply. Section, Services Division, The correst nomen- 
Clature and stock numbars as listed in the (.1.G. Supply Catalog 
should be used-in preparing such reguisitions. The Supply 
Soetion- will maka delivary of the items and will secure the 
Signature of the rosponsible receiving officer cn Form 36-7 as 
evidence of receipt of and assumption of resporsibility for. the 
proverty, a — 


# 


. Th Reproduction Section, Services. Division is responsible 


Q 
for proc2ssing all roquisitions for printing, duplicating, mimeo- 


graphing, lithographing, atc., and composing operations. Any 


office requiring such serviess shail submit e requisition in 


duplicate to the Reproduction Section on Form 36-2, Roproducticn 


- Reouisition, specifying the type of roprodue tiori job required 


and attaching -toxts, samples or exhibits of the work to be done, 


Requisitions. for ‘the reproduction of Procédural issuances, new 


forms, or tho ravision of forms must be approved by the Proceduras 


Unit, Finance Division prior to submission to tha Reproduction 
x : Bs e Ser aoe 2. pts 5 . mind 
“Section. Tho meproduction of classified documents. will not be - 


RISTRICEID 
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reques te d axe apt upon specific approval by prover authority. 
Upon cempletion of a reproduction job, deliver: will be made 
to the place indicated on the requisition and a sisnad copy. 
the requisition evidencing recei ipt of tha job will be re- 
burned to the Reproduction Sxetions | the existing reprodcuc tion 
facilities used by the Ong, | PBIB, and Nocuments Branch for 
the reproduction of Daily and. Weekly Sumarics, Daily Reports, 
ence Lists, and translation of documents will continue to 
be’ used without regard to the above procedure. The procedure 
ror raprodiiction of intelligence materLal. will. be coverad by 
separate Instructions. 


6. SUPPLETS AND 3 WQUIPMANT NOT CANRTTD IN Sook 


Requests Yor supplies and eq juipment which are not Listed 
1 the Uel,G. Catalog should be initiated hy rasponsible 
‘ sftiecrs on Form 36-7,. epuroved by dogighated Branch. Supply and 
a Supply Section. he 


Propanty Offiears and forwarded to tha 
. requisition should include a comolst. description of the item 
Be requirtd, source of supply if- ave awe y model Numbar, or . 
ne specifications arid: sketch of the item when necass sary. The / 
properly dasignatad officers in the Suprly Saction will pur- 
chase or otherwise procure the requested item in accordance 
with applicable ragulations « Requisitions shall. be submitted 
as Par in advange of reaukSonneats as rarCumnstances permit an 
"0 order to allow as much time as possibly. to oaffact procuramant. 


The ordering office will recbive a numbered copy of the pro- 
Curomnit oe rom th Supply Saction, ALL items procured 


trom outside. sourc2s wil, bs J jodivarad ce the Supply Section, 

Storage: od issue Unit only, oan proper Lnspection.. JAter 

making inopeation of thos Lbs, thea Storage and Issue Unit will. ok 

‘ : make rondulivery to tho Locabion indicated on the requisition >. 

ve and will secure frym the receiving off fiicar three signed co opies 
: of Drlivery Receipt, Form Now 35-10 


, 


7. SONTAG TUAL SRVIORS : : a 


eer Any office desiring the rental, of space or equipment: or 
ths installation: of and/or J leasing of conmunicetion or utility. 
facilitiss. ox Special contractual services of any kind will sub : 
aie a. requisition. to the’ Supply Saction, Sarvices Division on. i o 
Form No, 36-7, — giving conplete detaiis: ae spocifieation of ‘tho | 
.. Sarvice. desdtrad. ‘Undar no circumstances: shall. negotiations ba alae 
_  Sarriac on or any contracts or.-agrooments 62 antered into or* be 
cam oblications ‘or commitronts made for contractual ¢ sarvides ze 
“except by or Or specific - approvel of tho Ixscutive’ for Parsonnel 
and. Administration. or: a properly authorised puss Of rCicer 
aot: the ' Sorvigos Division, Ss ee 


age 


vss nea: a tse ann isa caesienerptnlbnpeamnesng ee ee nti il 


qa 
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8. SPAG', HATWTTIEANOS AND RaPATRS 
( a 
Any office desirin, structural alterations or repairs 
! to buildings, electrical or carpentry work, or repairs to. ae 
equipment. or: ome should submit: a requisition on Form 
No. 36=7.t0 th: Supply Section, Services Division ¢ ceva rig 


sprcific.do ells of the services desired. (EXCIPTION: 
Repairs to. and changes in. combinations. of. safes shall be made 
only by thas scurity Division per Security Regulations dated: 
£0 October 1946.) The Supply Section is also responsible 
for allocations of space and physical” moves between.offices, 
and. requis sitions for additional space or the moving of fur— 
niturs and ‘aquipmant should be initiated by the requasting - 
officer, approved by the Branch Supply. and Property Officor 
and or wardrd te the Supply S OG Oy Paty rcee ‘Division, 2 
her as =. 25X1A 
Ds PROCU NT FOR OVERS Hit oF” TRATIONS 
i The procedure covering procurenent. for overseas 

AaChivitiys : will. ‘ba issued. Lie. S. separa ate instru uction. 
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Attachments - None 


“Distribution: A 
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— 
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it —s Stock Supplies 
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STATINTL. 


= STATINTL 


MEMORANDUM ee 1 ao _ 11 April 1947 


Office cquipment and furnishings have been divided into three olasses, 


26 A list of the equipment and furnishings which are a part of oach’ of 3 ; 
“the above classes hos been furnished to the Chiof, Sorvices Division, 


and replaced in accordance with the provisions hereof. 


4, Exceptions to the provisions of this Memorandum may be requosted 
“upon proper justification through the Assistont Directors of cach |. . 
. Office to the Deputy Director through the. Executive for Personnel and * - 

Adninis tratione ee Ce oe : eee 


—) FOR HE DIRECTOR OF CENTRAL IN 
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CENTRAL INMLIG. of GROUP 
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ieee ta a : . | 


wpe 


oe cis 


SUBJECT: Distribution of Executive Type Office Equipment 
EFFECTIVE UNTIL 30. JUNE 1947 UNLESS SOONER RESCINDED 
‘le The following policy is ‘hereby established with respect to the 


type of office equipment tobe issued to or used by personnel in CIG, 


and the organizational rank of each individual entitled to request 
and use the several classes of this equipment are as follows: 


CLASS A EQUIPMENT 

Diroctor 
Deputy Director 
Exogativo Director 
Assistant Diroctors 
Chief, ICAPS 

CLASS B EQUIPENT 

Deputy Assistant Directors : 
Branch Chiofs, ond Chiefs of Organizational Units 
Equivalent to a Branch ~~. bee gt” 1 


CLASS C EQUIPLENT 


All other porsonnel, : 


P&A, ond information as to cquipment allowed may be obtainod thr ough 
that of ficoe 4 


3 The assignment of tho use of equipment which is not in accordance 
with the requirements of this Iiemorandum will be: roturncd to stock 


- 


oo and Administration 


Approved For Release 2003/01/27 : CIA-RDP81-00728R000100040027-1 or a 
) om ew Aly 


wry a 


woos a 


PROCEDURE FOR REQUISITIONING SUPPLIES 


~ f.%: _ ‘The items listed herein are carried in stock and will be 
~ immediately available to offices of the OSS in Washington, D. C., and bo 
iu the field upon the submission of a requisition (OSS Form No, 1110) 
in an @riginal and three copies signed by an authorized employee. (See 
Administrative Instructions No, i] 


In ordering, care should be exercised not to request excessive 
quantities of supplies considering the fact that deliveries will be made 
within one day after submission of a requisition prepared in accordance 
with these instructions. An entire division should use a single requisi- 
tion, if practicable. 


. Requisitions for supplies listed herein should be submitted 
Separately from other requisitions for equipment, services, publications ; 
or supplies which are to be ordered from other sources. The items 
should be listed in numerical order, stating the catalog number, de- - te 
Scription, and quantity. Upon receipt of the requisition by the Supply, [: 
Sentitony aintmberawtlLinbe assigned thenetonand: atoepycofitheiraquisition i. 
returned to the ordering office for follow-up purposes. In following up : 
on supply requisitions, call | - 


Delivery of supplies will be ‘accompanied by the original. and 
one copy of the requisition, and the original must be signed as to the : 
receipt of the items ordered and returned to the supply clerk, ; 


If the stock of any of the items ordered ils depleted, the 
copies of the requisition which are to accompany delivery will indicate 
that such items have been back ordered. A-record of back orders will be - 
maintained, and upon receipt of the replenishing supply, delivery of Is 
those items will be made, In the event that all of the ttems listed on oe 
the requisition heve been back ordered, the carbon copy of the requisition 

will be returned to the ordering office with a notation to that effect, | | 


_ The supply section endeavors to deliver the supplies within 
2k hours after the receipt of the requisition, . 


ates nestsecaniabntteg oY» 


6 Bands, rubber, 


9 Bands, rubber, 
12 Bands, rubber, 


15 Binders, ring, 
six £" rings 


18 Binders, ring, 


el Binders, ring, 
sedl rings. 


ae 


oe ring, canvas, stiff cover, 11 x 83, with three ay 


27 Binders, ring, canvas, stiff cover, 11 x 83, with three 2" 


30 Binders, ring, 
4" rings 


33 Binders, ring, 


2 Bands, rubber, #16, 


wit, 


1- 


a . -~ 


DESCRIPTION 


1/8 pound box 


#19, 1/8 p pound box. 


“ Unavailable 
1/8 pound box 


1/8 pound box 


genuine leather, flexible, 6-3/4 x 3-3/4, with 


canvas, stiff cover, 93 x 6, with three 1" rings 


imitation leather, flexible, 94 x 6, 


’ 


y 


4 
4 


imitation leather, flexible, 11 x 4, 


with three, 2" rings 


f 


Beets cate 


. Omarion, ts desk, 
 Oniters, » desk, 


6 Blotters, hand, 


ny 3 93, white (50 per pkg.) 


4 


19 x 2h, Moss Green. 


a 
we 


vw 
ah x ak. Walnut, for executive pads 


, 20 x 36, Walnut, for executive pads \ 


with three 


rings 
rings 


with three . 


genuine leather, flexible, hinged cover 11 x 83, 


4, 


Box 


Box 


Rach 


Each 


Each 
Bach 


Each 


Hach 


“Bach 


Each: 


: 
i 
iF 
Pe. i 
f5 
[: t 
F 
im 


| 
i 
| 
| 
ey 
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DESCRIPTION 


48 Blévtere » hand, siemeled wood or balkelite ; uae type 
Dl Boards, Blip. abeancias, composition back 
54 Boards, clip, cap size, composition back 
57 Books, Congressional Directerios, eteth bound: 
a ()poore ; desk dictionary » Webster's ae: edition 
66 Books, Official U. S. Postal Guide 
68 Books, Style Manual, United devernnsnt Information ‘Service 
69 seule, Style Menunts Us s Seusiainant Printing Office 


72 Books, World Almanac, Bonk of Facts, N, Y. World-Telegram 


75 Brooms, whisk, 10 inch 


(@ rushes » typewriter, 3/k" wide, with dong wood handle 
81 Brushes, typewriter, cone-shaped, with long wire handle . 


Ei) Brushes » typewriter, toothbrush type, with 6" wood handle 
87 Bulbs, electri- for fluorescent lamps, 15 watt, inside frost. 


(90 alendars F wall, U, Ss, Government Standerd 


95 Cards, guide, 3 x 5, Alphabetical, 25 sub-divieions, 1/5 . 
cut, blue oe oe 


UNIT 


Hach 


Bach 


Hach 


Rach 


Fach. 


Set 


eledaptindunin neediroansertsesmeeceeentaremmrsantan seen tano UCR CRIES 


ca rmererrhimenttin prt fmpreeiimcemanepmen treet. ives ae 
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a Y ” S) - ‘Be 
f . a 
| _ DESCRIPTION : UNIT | ; 
96 Cards, guide, 5 x 5,’ Alphabetical, 25 sub-divisions, 15 | 
| cut, buff | . Set 
99 Cards, guide, 3 x 5, Alphabetical, 25 sub- divisions, 1/5 
cut, salmon . Set 
102 Cards, guide,.3 x Dy blank, 1/3 cut, blue, collated Box . 
105 Cards, guide, 3 x5, blank, 1/3 out, buff, collated Box 
108 Cards, guide, 3 x 5, blank, 1/3 cut, salmon, collated Box . 
lll Cards, guide, 3 x 5, blank, 1/5 cut, blue, collatea - Box 
114 Cards, gulde, 3 x 5, blank, 1/5 cut, buff, collated Box” i 
117 Cards, guide, 3 x5, blank, 1/5 cut, salmon, collated Box 
120 Cards, guide, 3 x 5, Daily, (1-31), 1/5 cut, blue | get : 
123 Cards, Gul ty 3x 5, Months, ifs cut, center position, salmon . Set Fe 
‘127 Cards, guide, 3 x D, States & Possessions, 1/3 cut, center ' 
position, salmon aa Set 
___ 150 Cards, gute, | x 6, Alphabetical, 25 sub-divisions, 1/5 : 
cut, blue . eee : . more yeh , Set a 
133 Cards, eulde, bs 6, Alphabetical, 25 sub-divisions, 1/5 . i 
cut, buff ss ig Retin ae a. Set 
156 Cards, 4 oo 3rd, cut, salmon, collated | ‘Box © 
137 Cerda, gute, 4s x 6, plank, 16 out, ble, collated * ae, hee Bore 


—1ho oa usde, Wa x. 6, blank, M5 cut, butt, | collated 
OO8): : 


coo 


H \ ed 
DESCRIPPION 
143 Cards, guide, 4 x 6, blank, 1/5 cut, salmon, collated 
146 Cards, guide, x 6, Daily, (1-31), 1/5 cut, blue 
149 Cards, guide, 4 x 6, Months, 1/3 cut, center position, salmon 


152 Cards, guide, 4 x 6, States & Possessions, 1/3 cut, center 
- position, salmon ae 


155 Cards, guide, 5.8, Alphabetical, 25 psub-divigions, 1/5 
cut, blue , 2 


158 Cards, guide, 5:x.8, Alphabetical, 25 sub-divisions, 1/5 
cut, buff 


161 Caras, guide, 5 x 8, Alphabetical, 25 sub-divisions, 1/5 
‘cut, salmon . wy , 


N\A 
ra 
CD 

‘e 


164 Cards, guide, ‘blank, 1/3.cut, blue, collated 


167 Cards, guide, 5 x 8, blank, 1/3 cut, buff, collatea~ 


Wt 
“4 
(ws) 

~“e 


170 Cards, guide, blank, 1/5 cut, salmon, collated 


173 Cards, guide, 5 x 8, blenk, 1/5 cut, blue, collated 


NUT 


176 Cards, guide, 5 x 8, blank, 1/5 cut, buff, collated 


179 Cards, guide, 5 x 8, blerk, 1/5 cut, salmon, collated 


182 Cards, guide, 5 x 8, Daily, (1-31), 1/5 cut, salmon 


’ 


186 Cards, guide, 5 x 8, Months , 1/3 cut, center position, salmon 


\ 
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UNIT 


Box 


Set 


Set 


Set 


Set 


Box 


Box e 


Box — 


“Box 


Box 


q 
f 
h 


sate arinememteren me ceimees pee ec tia at nee 
eerie 


bas “a 5 Z 


DESCRIPTION 


position, salmon. 


1/5 cut, pressboard 


195 Cards, gitas, lottersize, plane, 1/3 cut 
board, collated 


196 Cards, gnids, lettersize, plank, a cut, 
center position, pressboard 


f 


pressboard, lst position 


wary 


pressboard, end position 
94 


-bressboard, ard position 


4 


Peeney: collated 


pressboard, lst position 


214 nee guide, letters size, blank, 1/5 cut, 
pe epapoer ds: -2nd position 


217 Cards, guide,’ iereere eae blank, 1/5-cnt, 
" Pressboard, ee ‘bosition ee 


220 cards, guide, latroreie, blank, 5. 
oe BS edaceedae Ath ‘Position ee 


192 Cards, guide, lettersize, Alphabetical, 25 sub- 


197 Cards, guide, lettersize, Monthly, (1-31) 


198 Caras, guide, je eeraice, blank, 1/3 out, 
201 davés', auids’ lettersize, blank, 1/3 cut, 
‘26 Cords, guide, lettersize, blank, i en 
207 Caras, gulde, lettersize, blank, 1/5 out, 


211 Cards, guide, lettersize, blank, 1/5 cut, 


194 Cards, guide, lettersize, metal tips, 1/3 cut, collated 


divisions, 


189 Cards, guide, 5 x 8, States & Possessions, 1/3 cut, center 


» Plain tip, press 


States & Possessions, 


C metal tip, 


C metal tip, 


C metal tip, 
plain tip, press- 


B. metal tip, : 


B metal tip, 


B metal tip, 


Bmetal tip, 


Bach 


Set 


Box 


Set. 


Set 


Each. 


Hach 


Each 


Box 


Tach 


‘Bach 
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“3rd position” 
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DESCRIPTION UNIT 
225 Cards, guide, lettersize, blank, 1/5 cut, B metal tip, press- 
board, 5th position Each 
22h Cards, guide, lettersize, blank, 1/5 cut, metal tip, collated Box 
226 Cards, guide, cap size, Alphabetical, 25 sub-divisions, 1/5 cut, 
présaboard rs Set 
229 Cards, guide, cap size, blank, 1/3 cut, plain tip, pressboard, 
collated Box 
230 Cards, guide, cap size, blank, 1/3 cut, plain tip, pressboard, states, 
center position Set 
251 Cards, Monthly, (1-31), cap size, guide Set 
232 Cards, guide, cap size, blank, 1/3 cut, ¢ metal tip, press- 
board, 1st position | ~ oe Each 
235 Cards, guide, cap size, blank, 1/3 cut, C metal tip, press- 
board, 2nd position Each 
238 Cards, guide, cap size, blank, 1/3 cut, C metal tip, press- 
board, 3rd position Bach 
259 Cards, guide, cap size, blank, 1/3 cut, metal tip, collated Box 
2h] Caras, guide, cap size, blank, 1/5 cut, plain tip, .pressboard, 
collated — . Box 
244 Cards, guide, cap size, blank, 1/5 cut, B metal tip, pressboard, . 
ist position . — . Bach. 
2k7 Caras, guide, cap size, blank, 1/5 cut, B metal-tip, pressboard, 
end position Z fe. 
— 250 Cards, guide, cap size, blank, 1/5 cut, B metal tip, pressboard, _ 


pet an an ne RT i 


= - 7 - oF 
DESCRIPTION 


255 Cards, guide, cap size, blank, 1/5 cut, B metal tip, pressboard, 
th position wwe 


256 Cards, guide, cap size, blank, 1/5 cut, B metal tip, pressboard, 
5th position’ 


257 Cards, guide, cap size, blank, 1/5 cut, metal tip, pressboard, 
collated a 


4 


259 Cards, index, 3 x 5, light weight, 182 pound basis, blue, plain. 


262 Cards, index, 3 x 5, light weight, 182 pound basi, buff plain 
265 Cards, index, 3 x 5, light weight, 182 pound basis, salmon, plain 
268 Cards, index, 3 x 5, light veight, 182 pound basis, white, plain 


271 Cards, index, 3 x 5, light weight, 182 pound basis, white, ruled 
on one side 


e72 Cards, index, 3 x 3, medium weight, 230 pound basis, white, 
ruled on one side ; 


274 Cards, index, 4x 6, light weight, 182 pound basis, white plein 


\ 


277 Cards, index, 4 x 6, light weight, 182 pound basis, white, ruled 
on one side . ‘ 


280 Cards, index, 5.x 8, medium weight, 230 pound basis, white, plain 


283 Cards, index, 5 x 8, medium weight, 230 pound basis, white, ruled 


on one side 


292 Cases, card index, 3 x Ds cardboard, io" deep, with follower 
block and. cover , i 


295 Cases, ¢ cara Sadan, 3x 5, ‘wood, imitation walnut, a deep, 
with fol hover yioee and. hinged cover : . 


‘ 


(30858) 


geRoooton040027+ 


Each 


Box 


Pkg. 


Pkg. 
Pkg, 


Phe. 


Pkg. 


Pke. 


Pke . 


Each 


Each 


at an dari on oO AN 


en 
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: | DESCRIPTION 


_® Cases, card index, 3 x 5, cardboard, 2-3/4" deep, covered 
with black cloth, with hinged cover 


301 Cases, card index, 5 x 5, wood, imitation walnut, a=5/4" 
deep, without follower block, with hinged cover. ; 


304 Cases, card index, 4 x 6,. cardboard, 10" deep, with follower 
' ‘block and cover’ _ 


7505 Cases, card index, 4 x 6, wood walnut finish, 10" deep, with 
follower block and cover wp 


‘ : \y se 
307 Cases, card index, 5 x 8, cardboard, 10" deep, with 
follower block and cover 


311 Cases, card index, 5 x 8, wood, imitation walnut, 10" deep, 
with follower block, with hinged cover 


31h Cases, card index, 5 x 8, cardboard, 2-3/h" deep, covered with 
black cloth with hinged cover 


517 Cement, rubber, 2 ounce tube 
520 Cement, rubber, 1 pint can 
325 Clamps, paper, ee Bea (1 on per box) 
326 Clamps, paper, Ideal No. 2, (50 per box) 
329 Clamps, screw, for fastening pouisil eharpeher to desk - 


352 Cleaner, alcohol, denatured, for cleaning platen 


(Fpereaner, type, 2 ounce bottle, with felt. dauber 


338 Clips, paper, Gem No. 1, (100 per box) large 


(30558) 


UNIT 


‘Bach 


‘Tach 


Bach 
Each» 
Hach 
Fach 


neh: 
Tube 
Pint 
Box 
Box 


Bach 


Bottle . 
Bottle 


eee ca Erome en 


’ 


DESCRIPTION a UNIT 
341 Clips, paper, Gem Noe 2, (100 per box) small i 7 Box 
34h Clips, binder, large, Noe 10, 3/1" capacity, (1 doz per box) Box 
3h7 Clips, binder, medium, Noe 5, 9/8" capacity, (1 doz per box) — Box 
: 350 nee. binder, ee Noe 2y 3/8" capacity, (1 doe per box) - Box 
353 Cloth, ob ee ei acued, %6" wide | | | yard 
356 Cloth, ‘dusting, oft treated | _ 2 7 | Bach 
389 Correction fluid, 1 ounce bottle, for mimeograph stencils | notte : 
362 Covers, Acco=binder, 84 x, red. pressboard, uM capacity ; Bach | 
366 Covers, Accosbinder, 11x bh pet predebour’ 1" capacity | Bach : : 
369 Crayons, chalk, school, white : . a Gs a Bach : 
. 372 svayens, lumber, black, papery covered es ae : Fach 
“375 ors sponge, glass, round, 3" diameter 7 | tach 
He 4 378 Cushions, for typewriter keys, flat, rubber, for all 
petendard sndehines oer Royal. Ait Set : 
a 1 en Guattene 23 eas eeyay flat, rubber, eee 4 
Machine . ea a ce ee a Set : 
: | cushions, chair, sponge Aimer, ‘aloth ‘cowered) 1" thick, | 


at : re 


ats : : ‘i i ; . Bey, 
ae ‘ 
‘ ~ 10 - ms ‘ 
DESCRIFTION 7 UNIT 


387 Cushions, chair, sponge rubber, cloth covered, 1" thick 


17 x 18° ‘Each fe 
390 Envelopes, 3=7/8 x 8=7/8, white, printed return and frank, ; 
Office of Strategic Services, Washington, De Ce Each 
393 Envelopes, 3=7/8 x 87/8, white, printed return and frank, — | a . 
Office of Strategic Services, Washington, D. C. with window ~. Bach : 
396 Envelopes, lj=1/8 x 93, white, printed return and franic, > a: 
_ Office of Strategic Services, Washington, De Ce ; Rach L 
399 Envelopes, 63 x 93, Kraft, printed return and frank, 
Office of Strategic Services, Washington, D. Ce Each 
402 Envelopes, 9$ x 12, Kraft, printed return and frank, 
Office of Strategic Services, Washington, De Ce . Each 


403 Envelopes, 9 x 12, Kraft, Inter-office, perforated — Bach 


hOS Envelopes, 10 x 14, Kraft, printed return and frank, | 
Office of Strategic Services, Washington, De Ceo ~ Each 


4.08 Envelopes, 12 x 16, Kraft, printed return and frank, 


Office of Strategic Services, Washington, De C. : : — Bach: 
411 Eradicator, ink, two bottles, No. 1 and No. 2 Set 


u 


Wh Erasers, rubber, pencil, red are —- Each 


“417 Erasers, rubber, pencil and ink ee . Each 


420 Erasers, rubber, for automatic pencil, Scripto, (5 per box) — Box 
h23 Erasers, rubber, for automatic pencil, Rite-Rite (12 per box) . Box. 
py ae te 


“ (30538) 
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DESCRIPTION UNIT | 

127 Brasers, rubber, typewriter, white, round | Each : 
29 Erasers, draftman's, art gum type : = fs | Pe 
132 Erasers, knife blade, ee 7 - | | : - . Bach: : 
435 Erasers, rubber, "wedge", oe for pencil : - 
coe ry, A . : 

438 Fasteners, Acco #12, 1 inch capacity, (50 per bex) ; Box 
Yt Fasteners, Acco #22, 2 inch capacity, (50 erie ot Box | 
MS Fasteners, Acco on equal, 3 inch capacity, (50 per bex) Box | 
Ll? Fasteners, paper, and head, brass, #2, 4 inch longs 


(100 per box) ; SO ee ie Each 


450 Fasteners, paper, round head, brass, #h,.1 inch long, : oe ip 
(100 per box) ee ees , Each 


453 Fasteners, paper, round head, brass, #5, 1} inch long, 


oe per nen) : . ae * Each 
487 Fasteners, paper, round head, brass, #7, 2.inch long, | < f 
(100 per box) | | : : Each ' 


460 Files, bellows, cloth, cron lettersize, Alphabetical, 4, : iF 


open book style ; Mae Each : 
463 Files, bellews, cloth, Everyday, lettersize, Daily (1-31), 000 00 E 
Been! book te te. Each =k: 


00538) 
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DESCRIPTION 


66 Filler, binder, 6©3/l x 3-3/l, plain, 6 hole 


Sn a ee Coen nee 


469 Filler, binder, 603 /h x Sa ae 6 Aele 
h72 Filler, Binder, 9) x 6, plainy 3 hore 

LTS gai binder, 93 x 6, ruled, 3 hole 

478. Filler, Sindee Wu x 8b, ais, 3 hole 

(USD Filler, binder, ll x Oh, med, 3 hole 


487 Filler, binder, ll x 84, plain, heavy buff, division sheets, 
3 hole | 


- 


490 Filler, index, for automatic self finding index, (Bates) 
LOL ae index, for automatic self finding index, ke 


493 Folders, file, fiber, wallet type, red, letter size, square 
cut, 137)" expansion, with flap and tie 


196 Folders, file, fiber, wallet. type, red, cap size, square cut, 
1—3/" expansion, with flap. and tie 


(9) outers, file, manila, Lettersizé, heavy, square cut 
(2 ) 502. Folders, file, manila,, Letbenrsize, heavy 1/3 cut, collated— 


Ay 


fe ee + 


- 505 Folders, file, manila, Lettersize, heavy 1/5 cut, collated _ 


oe 
1 


oe. _. 508 Folders, file, manila, cap size, heavy, square cut 


Roodtooo4o027-4 


Pkge . 


Pkg e 


Pkg e 
Each 


Rach 


Rach 
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| 
DESCRIPTION 


511 Folders, file, manila, cap size, heavy, 1/3 cut, collated 
51h Folders, file, manila, cap size, heavy, 1/5 cut, collated 


At de1ders, file, Kraft, lettersize, extra heavy, square cut _ 


520 Folders, file, Kraft, lettersize, extra heavy, 1/3 cut, 
collated : 


2 


923 Folders, file, Kraft, lettersize, extra heavy, 1/5 cut, 
collated 2 


io 


526 Folders, file, Kraft, cap size, extra heavy, square cut 


529 Folders, file, Kraft, cap size, extra heavy, 1/3 cut, 
collated : . “ 


532 Folders, file, Kraft, cap size, extra heavy, 1/5 cut, 
collated . - a 


a 
= 


535 Glasses, drinking, 10 ounce tumbler, straight sides. 


(338 nares, rubber, spiral, 4 ft. length, for telephone wire 


Suh Indexes, automatic, self~finding, (Bates) 


547. Indexes, binder, Alphabetical, 94 x 6, 3 hole 
850 Indexes, binder, Alphabetical, 11 x 83, 3 hole 


953 Ink, drawing, pigmented, black, 3/l ounce bottle ” 


RDP81-00728R000100040027- 


‘Box 
Box 


Box 


Box 


. Box. 


592 Ink, 
: pada 


598 Ink, 


- (30538) 


| 556 Ink, 
559 Ink, 
562 Ink, 
365 Ink, 

568 Ink, 

571 Ink, 

574 Ink, 
“ott, ms, 
580 Ink, 

583 Ink, 
586 Ink, 
pads 

589 Inky. 
oan pads 


595 Ink, 


wie 
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DESCRIPTION 


drawing, pigmented, blue, 3/4 ounce bottle 


drawing, pigmented, Green, 3/4 ounce bottle. 


drawing, pigmented, Red, 3/4 ounce bottle 


drawing, pigmented, White, 3/4 ounce bottle. 


‘numbering machine; blue, 2 ounce cans— 


numbering machine, black, 2 ounce cans 


numbering machine, red, 2 ounce cane 


stamp pad, 


stamp pad, 


. < 
stamp pad, 
stamp pad, 
only 


atamp pad, 
only 


stamp ‘pad, 
only 


black, 2 ounee can 


blue, 2 ounce cans ~ 


ny 
at ‘ 


red, 2 ounce cans ; ; 
black, 2 ‘ounce ‘béttlés, ‘for woddén ‘stamp 


blue, 2 ounce bottles, for wooden stamp 


red, 2 ounce bottles, for wooden stamp 


writing fluid, blue-black, 4 ounce bottles 


‘writing fluia, green, 4 ounce bottles 


UNTT 

Bottle 
Bottle 
Bottle 
Bottle 


Can 


. Can 


Can 


Can 


Can 


Can 


Bottle: 
Bottl.e:. 


Bottle 


Bottle 


Bottle 


neat nitiietertreendlepiemindatees atts inee ita Weta vetamanst 


Jib aa tea heated tee 


sere 
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bes Ah, 
: ya 
& 15 ne 
7 DESCRIPTION | UNIT 
601 Ink, writing fluid, red, 4 ounce bottles | | Bottle 


604 Ink, writing fluid, Sheaffer Ss: atkins Royal: cei permenent, 


1 pint bottle = Bottle 
&) Ink, aeitioe fluid, Sheaffer's Serip P Royal Blue, permanent, 7 
4 ounce. bottle. - Bottle 
610 Ink, writing fluld, Sheaffer's Scrip, Royal Blue, permanent, 
2 ounce bottle’ Bottle 
613 Inserts, guide, piaaicr typewriter use, for 1/3 euE NG" metal . 
tip guides _ Each 
617 Inserts, guide,: blank, typewriter mes for 1/5 cut "B" metal 
tip guides ; . oa Bach 
. ee guide, celluloid windows: clear, for 1/3 cut gM . 
metal tip guidess Each 
623 Inserts, guide, cellulola neko: clear, for 1/5 cut "BM 
metal tip guides Each 
626 Labels » franking, aummid white paper, 3 x 5, printed, 
089, Washington, D.C. | Pad 
629 Labels, franking, gummed white paper, 4 x 6, printed, ; 
Oss, Washington, De Gs Pad 
(2) Labels , gummed, Dennison's #201, white, with red border, . 
Gx is . ‘Box 
635 Labels ; gummed y Dennison’ 8 #205, white, with red border, 5 
1} x 1- 3/4 rs Box: 


ooao027-1 


purple, (5 per pkg) 
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- 16 - 

DESCRIPTION | 
rete gummed, Denison's #2005, white with red. border, 
ex 

i. | = 
Labels, gummed folder, 3-3/4" wide, blue 
Labels, gummed folder, 3-3/4" wide, buff 
Labels, gummed folder, 3-3/4" wide, cherry 


Labels, gummed folder, 3-3/4" wide, goldenrod 


Labels, gummed folder, 3-3/4" wide, green 


‘Labels, gummed. folder, 3-3/4" wide, jain 


Labels, gummed folder, 3-3/4" wide, white 
Leads, for automatic pencil, 4 inch, black, grade HB, 
(1 doz per pkg) 


Leads, for automatic pencil, 4 Auch, black, grade H, 
(1 doz per pkg) vs a 


. Leads, for automatic pencil, 4 inch, black grade 2HB— 


(1 doz per box) 


Leads, for automatic pencil, 4 inch, blue, (1 doz per pkg) 


Leads, for automatic pencil, 4 inch, red, (1 doz per pkg) 


leads, for automatic pencil, 5 inch, copying, blue or 


UNIT 
Box: 
Box 
Box 
Box 


Box 


Box 


Box 


Box 


. Pkg. 


Pke. 


Box | 


Pkg. 


Pke. 


Pkg. 


680 


701 
‘ 


710 


716 


119 
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re tes C4 
Se . oy MB 


ae 


DESCRIPTION 


Machines, numbering, metal, automatic, 5 wheels 


Machines, numbering, metal, automatic, & wheels «. 


Machines, numbering metal, automatic, 6 wheels . 


Machines, paper fastening, for spool of wire, Bates B.? 


Machines, paper fastening, Ace Pilot ? 


Mailing Tubes, 1, 2, & 3 inches india 


Mucilage, gum, 1 ounce tube, with self closing top and 


Spreader 
PR Te te a te eee Sie 9) ce te 
Mucilage, gum, 3:0 


unce bottle, with brush 


Mucilage, gum 1 at. can ? 


Notebooks, Stenographer's, stiff cover, spiral bound, 
4 x 8 horizontal ruling only . 


713 ¥ Notebooks, stenographer's, stiff cover, spiral bound, 


6x 9, center line and rule on both sides 


Notebooks, office memo, canvass, 8 x 54, 192 pages, ‘record 


ruled, #50174 — 


“Notebooks, office memo, canvas, 105 x 8, 200 pages, record. 
ruled,,A-Z indexed tn front and paged, #50177 


. 


DP81-00 


UNIT 


Each 
Each 
Bach 
Bach 
Bach 


Each 


Bottle 


Bottle 
Can 


Each 


Each 


Each 


‘Each » 


pias FOr Release 2003/01/27 : CIA-RDP81 -00728R000100040027- 4 
3» ad map . ie 
im 18m oe : a vod 


DESCRIPTION re 


722 oil, typewriter use, ere bottle © Botte : 

129 oil can, for typewriter ofl | | ) ‘ . | ie 
‘728 Openers, envelope, steel 7 2 ae = ed bot 
on Pads, calender, folding type, small, (ordinary) | . pea : 
Bh Pads, calendar, folding tee large, bap oes : - : Pad 


737 Pads, desk, for blotter, 19 x ek, Gavabeexe with imitation ee 
leather corners , “Pad. 


weg F 


“ wey TE "4 : 
~y ra ¥ rn aoe : : _ Vv 
GLUE go Ge AO _ a 


rho Pads, finer cots, nbber, size ll | | a “Bach 


| 743 Pads, finger cots, rubber, size 113 . i “ Each : 


750 Pads, finger cots, rubber, size 13 | e Bach 
753 Pads, finger cots, rubber, size 14 | “ ie | ‘Bath a 


756 Pads, stamp, nainsdok, 2-3/4 x 44, No. 1, ary ae Fach 


‘ 
* 


759 Pads, stamp, nainsook, 34 x 62, No. 2, ary Py. Rach: 
762 Pads, stamp, nainsook, 43 x 73, No. 3, dry — e - Bach _ 


hg 765 Pads, stamp, wooden block, 2-3/4 x 4d, black-inked oa © Bach oe a8 
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DESCRIPTION | : UNIT 

768 Pads, stamp, wooden block, 2-3/4 x 43, bluc-inked _ Each 
‘77L Pads, stamp, wooden block, 2-3/4 x 4d, red-inked | Fach: ae 

774 Pads, typewriter, black folt, 11 x 13, 3/8 inch thick ‘Bach 
777 Paper, 25% rag bond, 8 x 103, white, Prop # 450, Sub. 40. Pkg, ® 
783 Paper, 25% rag bond, 8 x 124, white, Prop #464; Sub. 48 Pkg. : 
786 Paper, 25% rag bond, 64 x 14, white, Prop #470, Sub. 48 Pkg, 
; sew d {: 
789 Paper, 25% rag bond, 14 x 17, white, Prop #470, Sub. 48 Sheet . 
I 


792 Paper, 25% rag bond, 16 x 21, white, Prop #451, Sub. 48 . | Sheet 


795 Paper, typewriter, 50% rag manifold, 8 x 103, blue Pkg. 
ee te - se . . | 
798° Paper, typweriter, 50% rag maniflod, 8 x 104, green -_— Pkg. I 
| | | | | 

801 Paper, typewriter, 50% rag manifold, 8 x 103, pink . Pke. I: 
| Pree fa 

80h Paper, typewriter, 50% rag manifold, 8 x 103, whitec Pkg. 5 


807, Paper, typewriter, 50% rag manifola, 8 x 103, yellow Doan > Blea, 


P10 Paper, typewriter, 50% rag manifold, 8 x 123, white eed Pkgs ' 
\ a ae ue m = | | . 4 
typewriter, 50% rag manifold, 83 x 14, white Pkg. : 


2 : e z 


oa 


Sas ae iershcvaicerapmead 


WOMSatEs MELD He 


Ta ue aches 


SER 


INDE Duane deseo ad Bere, 


Ser Saree 


a 


820 


835 


836 


838 
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ape aS 
DESCRIPTION 


Paper, typewriter, 50% rag manifold, 14 x 17,, white 


Paper, typewriter, 50% rag manifold, 16 x 21, white 


Paper, typewriter, letterhead, printed bond, 8 x 103, 
OSS Washington, D. C, pt a 


Paper, typewriter, letterhead, printed tissue, 8 x 103, 
OSS Washington, D.C, ; 


Paper, typewriter, onion skin, 8 x 103, white, apo Prop #365 


Paper, carbon, typewriter, 8 x 103, (100 sheets to box) 
(4 pound) : | : 


Paper, carbon, typewriter, 8 x 124, (100 sheets to box) 
(4 pound) 


Paper, carbon, typewriter, 8 x 123, (100 sets to box) 


ae 


Bee” a: . | : 
Pager, carbon, typewriter, 83 x 14, (100 sheets to box) 


fares 


é 


B41 


Blu 


SL AETES) EEN OTARS sneer preva rma 


an 
< 


Paper, carbon, typewriter, 1h x 17, (100 sheets to box): 
(4 pound) “f Mae + 


Paper, carbon, typewriter, 16 x 21, (100 sheets to box) 
(4 pound) . Bs 


. Paper, carbon, typewriter, 16 x 21 (100 seta to box} (7 1b.) 


Paper, computing machine, as inches wide . 


Paper, computing machine, 3 inches, wide 


-|Paper, computing machine 3~15/32 inch wide (refills for memo 


Box: 


Box 


Box 


Box 


- Box 


Box 


Roll. . 


Roll 


alee 
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DESCRIPTION or ~ UNIT 
Paper, gummed rolis, for sealing machines, Kraft, 2" wide Roll 
Paper, gummed rolls, for sealing machines, Kraft, 4" wide Roll 
Paper, manuscript, cover, 8 x 103, blue | —_ Sheet 
Paper, manuscript, cover 63 x 15, blue Sheet 


Paper, stenotype, folded sheets, 2-3/8 inches wide, 


-LOO ft, package Pkg... 

Paste, library, white, in Jars , with brush, 5 sana: ese. ® “Bottle 

Paste, libarary, pomi-liquid, 3 ounce eabe. . fs att : Tube 

Pencils, automatic, 4 inches Long, black ? | o Fach | 
7./Poncils, automatic, 4 inches long, red ? Bech ie ; 

Pencils, checking, thick lead, black | Each - "ee : 

Pencils, saa s as lead, hexagonal, Venus Unique, blue wach 

Pencils, colored, thin lead, hexagonal, Venua Unique, brown: Bach 


* 


Pencils, colored, thin lead, hexagonal, Venus Unique, green 4 Each 


‘ 


Pencils, colored, thin lead, hexagonal, Venus Unique, orenge Bach. 
Pencils, colored, thin lead, hexagonal, Venus Unique, purple Each : 
Pencils, colored, thin lead, hexagonal, Venus Unique, red. Bach : 


Pencils, colored, thin lead, hexagonal, Venus Unique, red 
vadd blue) Sat ces ee 


oN 
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Sag, re 


i! DESCRIPTION | UNIT . 


903 Pencils, colored, thin lead, hexagonal, Venus Unique, violet Rach 
90} Pencils, colored, thin lead, hoxagonal, Venus Unique, white ‘Bach 
907 Poncils, colored, thin lead, hexagonal, Venus Unique, yellow ‘Bach “4 


910 Pencils, colored, thin lead, assorted, 12 color set, Venus wy . - 
#1116 : bee 7 Set 


913 | Pencils, hexagonal, black, Venus No. 3800, grade B ’ Bach : 
914 Pencils, hexagonal, black, Venus No. 3800, grade 2B . Each - 


~ 


917 peat? Ganesan auee Venus No. 3800, enone F ' Each 
520. Pencils, ea baa: Venus No. 3800, grade HB | Hach 
9a3 Pencils 3 ey eee Vonus Now 5800, rade i ; | Bach 
926 Pencils, hexagonal, blaek, ends No. 3800, grade CH Bach 
929 Pencils ‘ hexagons, bleck, Venus. No. 3800, grade 5H | 3 Feek 
932 Rene tie P hexagons, black, Venus No. 3800, araae 4A . Each 
935 Pencils 7 hexagonal, black, Venus No. 3800, grade 5H ‘Each 
938 Pencils fa hexegonal » black, oe No. 31005, gredo 6H. | ie ; Bach 
‘Pencils, indelible, copying, ee with protector . “Bach » 


Pencils a “stenographer ' B, “round, + inch diemetér, without Ce 
rubber tip, No.2 — 8 ee a ~ Each 


Pencils, ; writing, ‘exogonal, ‘black los, with rubber Mee) > othe 
‘No. i soft ee Sas ee alee | | 0 Bach 


(0558) 


950 


985 
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DESCRIPTION 


Pencils, writing, hexagonal, black load, with rubber tips, 


No. 2, medium 


‘ 


Pencils, writing, eeeaonal: “black eae, with rubber tips, 
No, 3s herd 


’ 


Pencils, writing hexagonal, black lead, with rubber tips, 
No, y Extra hard . 


Pencils pointers, sandpaper, pads, on’ wood ‘paddie 


Penholders, wood, black or red, with soft rubber tip 


co 


Penracks, glass 
h 


Peniracks , metal frame, spirsl 


Pens, writing, steel, assorted, res gross bot) 


Pen sets, desk, clerical type, Single 


Q . 


. 


Perforators, two hole type, II, 2 3/4" center to center 
Perforator heads, extra, for adjustable punch, 


Pins, bank, No. 4, pyramia 


Gr) Potion, for eons quart can 


‘93 “Ribpions;: rete Noiselose and. Remington Model 17, 


black, record, modium- inked 


We 


UNIT 


Each 


Each 


Each . 


Each 
Bach 
Each 


Bach 


Each . 


Each> 


Each 


996 
999 
1002 


1005 


‘1114 


1126 


1008 | 


a: 
1xi7 


1129 


132° 


‘Signals, file, stecl; projecting head, light red — 


“Approved For Release 200310 er : CIA-RDP81-00728R000100040027-1 
, = ee a: 


DESCRIPTION 


Ribbons, typowriter, Royal standard, black recorda;. 
modium-inked 


Ribbions ; typewriter, L. C. Smith stented, biack record, 
modium-inked - 


Ribbons, , typewriter, Underwood, standéra, black record, . 


medivm- inked . 


Ribbons, peices: moceetoory: entnia? black record, 
medium-inked 7 ae 


eae notebsok, gummed linen, }" hole 
Rulers ; wood, brass edge ; 12 inch. 

Rulers, wood, brass edge, 18 inch 

Rulers ‘ wood, brass Sace, alk inch 

Shears, office, 9 inch 

Shields, erasing, metal, sale ist tate 


Signals, “file, steel, projecting head, light blue 


Signals, file, steel, projecting head, light green 


UNIT 


Bach 


Bachi 


Rach 


Bach 


Each 


Bach 
‘Box 
Box: 


Box 
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scone c a 
a wee 3 
DESCRIPTION : UNIT 
1141 Signals, aus aes Pred e head: orange Box 
“1144 Soap, eer, hand i | Cake - 
1147 Soap, grit, mechanics, 44 ounce cakes Cake 
1150 Sponges, small, for 3" diameter sponge cups . : Each 


fli53) stamps, dating band, #13, medium, with 4 circular | 


“blue, 6 inch cae cae , 


rubber bands: Bech 
1156 Stands, calendar, for small Gem pad, (ordinary) — _ Each 
1159 Stands , calender, for large Jumbo pad, (executive) | Bach - 
1162 Staples, wire, for Ace. Pilot stapling machines. 7 Box 
12165 Staples, wire, roll on spool, for Batos B stapling machine Spool 
1168 Staple Removers, ‘Ace: - Each 
rae Stencils, ary process, 8s x 15, letter size- Quire 
| : | . ong : 
Stencils, dry process, 84 x 18, legal size. Quire. 
taeda é ; 7 - . er 
Supports, netal, for butlaing up wooden desk trays, , 
(4 per set) : Set 
Tabs, Shden} eolluloia, 3/8" oo Hietble, insort type, oe : 
Foo 


0728R000100040027-1 
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Le . 7 : 
DESCRIPTION - UNIT : 


1186 Tabs, index, celluloid, 3/8" wide, visible, insert type, | | : 
clear, 6 inch strips | oo, Foot : 


1189 Tabs, indox, celluloid, 3/8" wide, visibley: insert type, . 
green, 6 inch strips So . Foot: 


Al92 tiebs, indox, colluloid, 3/8" wide, visible, insert type, — 
rod, 6 inch strips 7 , Foot 


1195 Tabs, index, celluloid, 3/8" wide, visible, insert type, =, 
- yellow, 6 inch strips — - Foot 


t 


1198 Tabs, index, gummed. cloth, Alphabotical, Dennison’ 8 fe 
or equal, (1 alphabot por box) Box 


1201 Tabs, index, gummed cloth, plain, 4 inch, Dennison's #5 


or equal . | : . Box 
120 nabs, index, gummed cloth, plain, 4 inch round, Jenrison's~ , 
#12 or equal — . . Box 


1207 Tabs, index, gummed cloth, strips, 6 inches long, $ inch, 


(12 per box). a | . 7 | Foot 
1210 Tablets, 3 x 5, plain, white : . | oe ‘Rach _ - : 
1e13 Tablets, 5x8, plain, white re Each : 
117 Tablets, 5 x8, muted, white _ | Se Book 
Tablets, 8 x lok, plain, white | . | | ech : 


Tablets, 8 x 104, ruled, white _ nS | Bach * 


F. 1227 


1237 


123 


1ek9” 
: 1252 
| 1255 
1258 
1261 
1264 
fp 1867 
sen 
ee 


ie ee 


ao 


a 


-6 colums, with name space, 63 x lk, white, GPO Prop #50103 


" f 2e35_ 
ne 


63D 


al 


ny ogt 


| DESCRIPTION 
Tablets, 8 x 103, ruled, yellow 


TABLETS, COLUMVAR, 50 Sheets per tablet 


4 colums, with name space, 8+ x 14, white, GPO Prop #50101 


t 


6 columns, with name space, 8% x. 4, yellow, GPO Prop #50107 


;.  *Teho )10 colums, with name space, 14 x 83, white, GPO Prop #50110 


10’ columns, with name space, 14 x 83, yellow, GPO Prop #50115 


d2i6 ) 13 columns, with name space, 17x 11, yellow, GPO Prop #50125 


18 colums, with name space, 254 x 14, white, GPO Prop #50140 


18 columns, with name spacey 25¢ x 14, yellow, GPO Prop #50145 


25 columns, with name apace, 34 x 14, white, GPO Prop #50150 


\ 


25 columns, with name space, 34 x 14, yellow, GPO Prop #50155 


Tackb, ,map; ,1/8" round :haad; , black’: 


Teoks, map,,1/8"" round. heed, bhue.— 


Tacks , map, 1/8" round: head, brown 


Tacks, map, 1/8" round head, green~ 


3) 
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if 
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UNIT - ; 
Each 
Each f 
_ Each 
Each | | 
Each 
Each 
Each | 
Each 
Each 
Each i 
Each ~ i 
Box 
Box 7 | 
| 
Box ‘ 
Box 


SESE 


ay 
Fl 
u 
Bing 
Piste 
a 
ut 
ba 
i 
Be. 
is 
i 
& 
f° 
i 
fi 
ae 
7 
e) 
oe 
iy 
ay 
2 sd 
& 
He 
# 
a 
4 , 
FI 
ie 
7 
B 
eh 
ie 
a 
a 
fa 
Ao 
u 
es 
ds a 
# 
Pi 


1973 
1276 
1279 
1282 

1285 
1288 


1291 


1294 


1297 


-. 1500-Tape, gummed, linen, white, 2" wide, 5 yard roll» 


_ 1303 


1306 


© ees 
1309 Tape, gummed, transparent mending cellulose, 4" wides 


ay 
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Tacks, map 1/8" round head, red ~ 


Tacks, map, 1/8" round heady white ~ 


‘ 


Tacks, map, 1/8" round head, yellow 


Tacks, map, 1/8". round head, orange 


DESCRIPTION 


ot 


Tacks, thumb, 3", nickel, (1 dew ‘per block). 


Tags, shipping 


Tape, draftsman's, 


yard roll 


Tape, draftements, "Seotch" masking, buff, 1" wide, 60 


yard sot 


Tape, gummed, Linen, black, 2" wide 5 yard roll 


. 


oe 
Tape, gummed, transparent ienadna, gellulose, 5/4 wide 
200: inches on metal dispenser 


eo 


72 yard roll 


Tape, gummed, transparent mending, cellulose, 4" 


wi 


"Scotch" masking, buff, 1" wide, 10 


de 


of 1315. Trays, desk, lettersize, metal, olive green finish, 3" deep 


UNIT 


Box — 


Roll 


Roll 


Roll 


Roll 


Roll 


Roll 
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me 
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ey ‘ 4 : 7 
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ase Rese % 7 


* £ a j-- 
d Gori ob hehthn 


ee) 
a < 


j ty 
Sac lbae wi eg 
i 2 y : 1 
a ie ae f 4 
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: een, ; . 
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S at. ae oa apc thle i : a : ‘ . 
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: py ; to baad ive ft : 
Ad ; Chie ae ai t F 
5 , . Ae 


ice! so : aes : i 
aed . 7 he Jar . y 
ae & é “ sae ; 


es OO Ce 


-RDPS1 


Type B, 8 x 103, 


Type B, 6S x 14, 20 1b, basis 
Paper, Master Carbon, 8 
(100 sets per box) 

: Paper, Carbon, blue, 84 
(100 sheets per box) 
| Paper, Master, 84 x 1, ek ib. DESIG esseeeeesssesesseessnsenseseenes | ream — 


ies oes 


- Special Supplies - 


| Folders; file, green, pressboard, 1" expansion, metal tabs, — 


UB outs, lettersize, COLLAECA es severecseccceeesserepeeeeeseepe. 


. Folders, file, green, pressboard, 1" expansion, metal tabs, 


1/5 cut, letters clas 


i 
4 
4 
{ 
i 
{ 


i 


et poiacee, file, green, pressboard, 1" expansion, metal tabs, 


| Polaers; file, green, pressboard, i. expansion, metal tabs, 


+) 1/5 out, cap size, end POGLEION. se sseseeeeeseevesseeearens eens 


SOLE OU GS avieir sie ease tie ely alga ie wea Se odin 


ifs cut cap size, ist POSITION se sssseverereseneseeteneceneases 


\lPolders, file, green, pressboard, i" expansion, metal: tabs,” 


11/3 cut, cap size, 3rd POSItION. veeeseseveseeeeeeesauupeseweeees 


"Readers; ite, green. pressboard, 1" expansion, niga: tabs, - 
11/5 out, cap size, lst A ce ee dl 
; are S: 
| Folders; file, green, pressbosra, 1" expansion, metal tabs,. 
11/5 cut, cap size, end POSLEAON. cose seeeeceseeeergsfecerecennens 


<5 


“Folders; file, green, pressboard, 1" expansion, metal tabs, 


= 


: Folders, file, green, pressboard, 1" expansion, metal tabs, | 
» 1/5 cut, cap size, kth DOBLE LOR nie vhie sis ed nitie eit saisie dale wetie See citls« 


| wotaere, file, green, pressboard, 1" expansion, metal tabs, 


sere 


A 1 gal. jars) 


UN 
\ 


BO5RR) 


é 


7 


5 cut, cap size, Sra POBLTLON soeeeeeedseveeerereceeeserereres 


a 4 cut cap: size, 5th POBLTLON cc oevdncesnsonceccctersveceseceice 
a to Fluid, gal, JAYS ecerecccccensrsnscsessensseasssecseceences 


“\Y S Hand Cream, 6 1b. VALS eeneeeeeecpeneeeeeeentarseeseress 


‘gtondara Duplicating Plata gi Pjartas cannes ioe vee seeee ena de 


a a ‘ : 
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x LOS Sere c cere rec ererescenessncesieeresevenes DOX 


xX 1 wel n0 di sire AOSie Cea LOONIE S Lbs Sue ae as box 


seesype DOX 


e@eoseee pox ° 


eens ea, 


@eeeeenosn ea, 


eee ea, 


@eeoeones ea. 


Oo 0 8008 6a, 


sevens CAs 


Seew ee Cae 


eeogeove ea. 


ovcese jar 


coosee Jar 


enene jar 
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Stet eh eet ptt et tan 


Sith et ee RE ey 


LF 
4 
a 
y 
7 
a 
oy 
Ai 
f 
a) 
i 
aE 
i 

' 
i 


fags stag ge att Men is a A Prem 
cap te See A Netce aa Cemneimggen es Sehr tem ge aie ee : 


om pera neemen tng entail 
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ps, fie ; ey, : . , a. ee 
v . ee . 2 . aa sy a he 
pee : ts 


: oP 
rent RECTRICT:D 


CENTRAL INTSLLIGUNC® GROUP 
Washington, De Ce 


16 February 19117 


|. MEMORANDL x . : ais ea 
NUMBSR - ; fe cs 
SUBUNCT: = Pro eaanne for r Roquisitioning Supplies, quipnent | 


and Services 


~ 


BPFECT: VE UNTIL, 30 June 194.7 UNLYS 3 SOON F RASCINDAD * 


Le GENERAL 


“This order is. applicable to the procurwment,. storage ; 
“ and issue c£ all supplies, equipment and services required 
for the operations. and activities of the C.I.G. Unless: 

herein exceptad, or otherwise specifically designated, the 
fxeeutive for Personnel and Administration, the Chief, | 
Services Division and the Assistant Chief, Sirvices Division 
shall be the sole asents for the ps seformence ‘ef the above: 
funciicns, and any unauthorized action, obligation or vom 
mitment on the part of any cther individual will, not, be 
reco.nized or hongred by the C.1.G. 


2, MarHons OF RSQUISTTIOUVING 


Form No. 36-7, Penns’ for Supplies, “quipment and 
Servicis shall Vso usad, exce pt as otherwise - eee ae to 
requisition alae suppliss, equipment or services. Requisitions 
will be submitted in an original and two gattbon.. cepies anda 
separate roquis sition will be made for each of the fotdowns 
Classes of supplies or Services “ee 
. a 
as me Expendable Of fee ‘simplies 
. Non ependaple offices Rquipment 
“Communication Supplies and Tiquipment 
oe : ; Operational Supplies ‘and Equipment — 
ios ee ee ae Medical Supplies and Yquipme nt 
4 " - Gontractual Sarvicas 
_ Maintsnanee and Repair. Service, 
and Space fee a 
‘Reproduction and Printing Con ore 


Form Be en eee cs 


“s RUSTRICTY 
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30 BxPS SHDABLS OFFIC SUPPLIS 3S 


To eliminate the storing of stocks of supplies and equip- 


ment in the various branches, the Supply Section, Services 


Division will maintain adequate quantitics of uaa 
office supplies and forms as listed in the.C.I.G. Supply Catalog. 
The description of items and stock numbers as listed in the 
Supply Catalog will be used in preparing requisitions in order 


to preven | comer and umneesssary dolay in filling requests. 


4 


No obtain office supplies and forms listed in the Supply Catalog, 
a No. 36-7 may be initiated by any responsible officer of the 
using office end forwarded directly te the Supply Section (Base- 
ment, North tuilding), Sorvicas Division. Delivery will normally 
be fade within 2h hours to the Location indicated on the requi- 
siticie The receiving officer will. ba required to sign for 
receipt of the suppligs on a copy of Vorm Ne. 36-7 which will be 
returned to the Supply Section. Tn cortain ainstances, where the 


_ heads or. the size of an office: justify, a smell supply ef ox- 
pendable office supplies and forms may bo stecksd by the offices 


for current uso, Slowover, in no instance will an office hae 
allowed to stock mere than a normal. one month! s supply of expend- 
able supplisse : 


le NON= 2] CNEL NEED eRe AND BQULPMENT 
Requests for al tens of noneexpsndable equipment and 
supplies, including modical, communications, and operational 
equipment, will be “preparad, on Form No. 36-7 and apprevad hy 
dssimnatead Branch Supphy and Property Officers and forwarded 
to the Supply Section, Services Division. The corre ot. nomen- 
clature and stock numbers as listed in the (,1.G. Supply Catalog 
should be uszd.in preparing such requisitions. The Supply 
Saction will maka delivery of the i-toms and will secure the 
signature of the res sponsible receiving officar on Form 36-7 as 
evidence of raceipt of and assumption OL responsibility for the 
prope ar bY e 
8, REPRODUCE j_AND PRINTING — eater i 4 ee ea 
_ The eee Section, Services Division is responsible _ 
for processing all requisitions for pri inting, duplicating, mimeo-. 
graphing, Lithographing, atte y and composing operations. Any 


office requiring, such services shall submit a requisition in 


duplicate to the Reproduction Section on Form. 36~2, Reproduction 
feauisition, specifying the type of croproduc tion job. required 


cand attaching texts, samples or exhibits.of the work to be oS 


Requisitions for the reproduction of procedural issuances, ne 


forms , or tha revision of forms must be: approved by the Pesceduras: 
‘Unit, Finance Division prior to. submission to. the Re productions. 
‘Seotlon. ‘The-r Teprogueuscn of classified documents cs not be Pete ay 


: RSTO 


ae oe a EMRE ROH” 
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papery prem t rea: 
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age 


ee excapt upon specific approval by proper authority. 
Upon cempletion of a reproduction job, delivery will be made 
to the mle ‘@ indicated on tha requisition and a signed cory 
of the requisition evidencing mocelpt of tha job will be rem. 
turned to the Reproduction Section. The existing reproduction 
facilities used by the ORE, FRIK, and Documents Branch for 
oo «the reproduction of Daily and Weekly Summaries, Daily Reports, 
. Accession Lists, and translation of docwnents will contiriue to 
ee be used without regard to the above procedure. The procedure 
for raprocduction of intelligencd mater al. will, be covered by 
separate ins truc tion. 


6, SUPPLINS AKO BQUIPMANT NOT GARRIZD IN STOCK eee : , 
Requests for supplics and cetonene which are aa listed 
in the. 0.I.G. Catalog should be initiated by responsible 
officesrs on tore 36-7, 2puroved nd designated Br aneh Supply and 
Proparty O:Picers and forwarded to the Supply Seebion, ‘The 
requisition showld include a complete dogea iotiod of the item 
requirsd, source of supply if available, model numbar, or 
specifications and sketch of tka item wnan.necassary. The 
property designatad offiesrs in the Supply Saction will pur- 
chase ov otherwise procure the requested item in ancordance 
with applicable regulations. Requisitions shall be submitted 
as Tar in acvanse ot aes Lronante. as cireunstances permit, in 
ordar to allow as much time as possible to affect PrOCUroMeNt « 
(ha ordering office will receive a munbarsd cepy of the pro- 
Surommnt decumant from the Supply Section. ALL items procured 
| from outside souress willl be deliversd*to the supply Section, 
les Storage and Issue Unit only, Tor propar Anuspection. Alter 
De .... Making Inspection of the Dione, tho Shorage and Issue Ub will 
po . moke ro-delivery ‘to tho location indisabed on the requisition 
and will secure from the receiving officer thrac signed eOee ee 
of Delivery Rac Cuipt, Form No, 30-196 


7e CONTRACTUAL Steyicss 


any office des siring the rental of space or equipment, or = = ~ 
the installation of and/or laasire: of communication or utility ee 
factlitias. or special contractual. services of any kind will sub~ 
mit a requisition to the Supply Section, Services Division on 
Forni No, 3657, giving complote details and ‘spacification of the 
EES destzvad.  Undar no. oLreuns banees shall negotiations be 
Carrion cnoor any contracts or agreanants bo entarad into or | 
any obligations cr commitments mada ror contractual’ sarvicas. 
ees axceph by -or..on speci.tic approval of the : ac cutive for’ Personnel. 
ee Bria. Administration ora properly authors i Contr acting: officer 
le Of the, Sorvidas Division. ate Bet ee 1 ae ae 


eee ae) ea ee op Ot ee ee ee ee ee 


qfetanepet retire antt ne watin acer nimemttetnen eum mninntnrintrninnnnannee oan init is areata valet ogi. 7 
‘ ren omer nee recite aso cane eee Ase 
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| alee 


8. “SPAGT, MAINTUNANCE AND REPAIRS 


“any office desiring structural alte rations or repairs 


to buildings, electrical or carpentry. work, or repairs to 
equipment or machinery should submit a requisition on Form 
No. 36-7 to the Supply Section, Services Division giving 

specific dstails of. the services desired, ‘(EXCUPTION: © 


Ropairs to and changes in combinations of ‘safes shall be ‘made 
only by the Security, Division pers Security Rewulations dated 
20 Getobar 1945.) ‘The Supply Section is also responsible 


for allocations of spate and physical moves between offices, 


achivitics will bo issued in.a separate instruction. 


and requisitions Zor additional space or the moving of fur- 

nitur: and equipment. should-be initiated by the requesting 

eed: approved by the eee Supply and Property Officer 
and forward> 2d to the puppay © action, Services Division. | 


9, PROCUR™ ANT FOR ie PMOSAS OP TRATIONS 


“The proced ra cove sring procuronint for overseus 


t 


EXACU eae ‘for Pe sore]. 
and Administration 


Attachments = None | 


. Distribution: A 


. RISTRICTAD 
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STATINTL 


chhan 15 or 20 minute 


_-STATINTL 
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om PERAL TI TORCH GROUP 4 
“New war De: AEN ATE Building 
21s oud Virginia Avene, Ne We 
Washington, De Co , 


6 February 1947 


LOVES, o1G 


UMORASDUM POR ALO: Io 


“SUBIRT: 1946 Toone Pax Returns . 


<The: Pers sonnel: Relations fection, in cooperation wi. th Finance 
Leral Divisions of Ce Te Ge, has sade arranger: us to provido ass 


eo 


ene 
igbance | 


“og all owloyous of this anenoy in proparing and filing 1946 income tax _ 
ad ty ines I : . 8 


POUULNSe 


four eapleroes were solactod and baws Nee the Bureau of 


‘Internal c 


Revenue!s Incomo Tax Schoole “? sa Ppsu they will be in a position to 
provide advice ond as ssigtence. This service will be available between 


10 Webruary ond 15 March, and she. divi uns named below may be 
for avpolirtmonts LP desir Ole 


tle Ls requested that ‘those antviciveting the uced for such se 
male arrangements ab an early dube following Feb. 10th in order & 
facilities natd tine, of these indvien uals nay be apporvionod in su 
that all anployers may be ¢ sorvede 


Tt is also requested thas each employes have in his possesci 
tine of the BEpoa it noire all tas information, and if such 
ct 
bed 


will bo available. at. th vis times: 


ity the assignments and work. s 


‘Since che, ol roumstances surround: 


is 
nould be raquired to handle each case. Tax 


com tacted ' 


rvice 
not. che 
ain a. way 


on at the 


done not more 


forms 


status 


of the individuals named above may Vary s oppo Litnonts will ‘be mads in” 


accordsncs win . Gh Hose © irewns taLCeBe 


LVLS ee 


t 
- 


- . Gala?, Porsonnel 


* 
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a { CUNTRAL INTELLIGENCE GROUP -f © 

New War Department Building 

Zlst and Virginia Avenue, N. W. 
Washington, D. C. 


4 February 1947 


MEMORANDUM. FOR ALL EMPLOYERS, CIG 


SURINCT: Announcement of Civil Service Cemmission 
Examinations for Clerk os 


@he Civil Service Commission hus announced examination (announcement 
7% Local) (assembled), for probational appointment to the position of 
Clerk, Grades CAF~1 to CAl-4, inclusive, with basc salaries from él, 756 
to 42,894 0 year. The purpose of this examination is to establish registers 
from which permanent appointuents will be nude. 


Among the types of Clerk positions to be filled from this examination 
are: accounting, fiscal, audit, statistical, time, leave, payroll, appointe 
a * ment, personnel, information, stock, purchasing, property and supply, 
traffic, correspondence, editorial, proof-reader, mail, file, record, etc. 


Announcements have been forwarded to all Executive and Administrative 
Officers. within CIG and will be made available to you. Copies have also 
been placed on all CIG bulletin boards. Names and locations of Executive 
and Administrative Officers sre as follows: ; 
-Bullding & Room » "xtension = ° 


ee aad ee AT 


Que 1043 STAT 
Central 227 pe 
New War 2264. . oe ae 


Organization — 7 Beme 

ae Oso 

<< STATINTL ORF 

C&D ba 

PGA and Tixec. 

Offices 

Finance 
-Personnel 

Services 

Communications 


New War 2164 
Central 209 
North 118 
North 200 
- South 209 


610 


It is important that all employees who are interested in making appli- ‘ 
cation for und talking this exeunination read carefully all information con- pte ' 
tained in the unnouncement to determine whether or not they ineet the 
entrance requirements. (Seo reverse side of announcemont.) — 


At-this time, it is necessary te file only curd Form 5000AB. However, 
it is important that all information requested be furnished on this card. . 
This Form may de obtained from your immediate supervisor or from ofticials or 
listed abovue 9 < var ey a es a 


.. /+ The announcement states that the upplicution card should be forwarded. 
directly to the U. 8. Civil Survice Commission, Washington 25, De Ce Howes: 
~ ever, the Personnel Division, CIG, desires that these cards be forwarded) 
“through your Administrative Officer, to the Personnel Division, where record) 
will be made of upplicabion cards sent to thu Civil Service Commission. — eee Ge, 


although the closing date for. recvipt of upplicutions by the Civil 0. oe 
“gerviou!Conmission is 13 Fobruury 1947,.it is important that those who eg 
file application’ curds for entrance to this uxuaination complete the cards eet 
“Gnd Place thon in (ao hands of their respective. Administrubive Officers vc. 


“not later’ than the closo of business 11 February 1047.0 
 STATINTES an 

4 

4 
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 exheraton for sotion. This action Will inolud 
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cory YP 


16 Jonuary 1947 


HOMOUANDUM VOR: ASHISTAMD DIRECTOR, SPEOTAT, OP EBRATT ONS 
ene AMSTSPANT DIRKCIOR, OFFICH OF OPERATIONS 
ASSISTANT DIRECTOR, REPORES AND ESTrEAgES 
ASSISEART DERECIOR, COLLEGTION & DYSSRMINATT OY 
CHIEF, TNTERDEPARTHUNTAL STARR 
DIVISION CHITS, PERCONYEL AND ADHCNISTRATTON 


| BUBIECT: Legislative Listaon, 


: od. Confizmaing the antounacwent of the Exeaubive to tha 
Director, it is degired thet 11 legislative liaison for Cefetts bo. 
concentrated in the Legislative Liaison Division of Pergonnel and 
Administention, | | | 


_ fe the following broad sutiine Will govurn the rolations 
of individual menbers of C.1.. divisions and offices with reference 
to legislative MMadeon: 


_. (&) Routine cals received by any member of c.7 og EPs . 
from Congressional offtegs will be referred to Mr. Walter 1. Plorzhoimer, 
Chief Legislative Linigon Division, F & A Brench, (Executive: | 

© Reouring the. 
nocessary Information from snd coordination with interested offices 
in the preperation of reply furnished. the. Congreséional office, — 


(2) Ohher than routine Congressional calla, puch 
as calls from personel. frionde, will be handled in secordence with 
the recipients knowledge of the eslier and hia probable reactions 
When possible the call should be trented an croyided for tn POrGe: 


graph 2 (a) above. then the Oppearance os pargonel attention ig - 7 
dened necessary, the recipient should necert the request and promise @ yh. 
prompt reply, — The recipiont will then follow procedure outlined fg 


paragraph 2 (a) above, cxcept that: the reply prepared by LED will be 
fupplied ‘che Teck alent fo¢ treumiaeton #o the Congressional callers 


(co) Separate instructions have beon iswued deati 


TAA personnel aofions mvodring Congressional inquiry, — 


Cay GLARE ae oy ee 
“€a) ‘Dapsaninatlon Of Ce. Te Ge intelligonce material. 


will be the. responsibility of the office of collestion and Digsonination 
gi aiter proper coordination with ‘the Legislat: we ond Liaison: Divis liom. 


eevee RT eee pepe eon tes ya ont eminent snes uae oe pn ”" 
a= ane + eR i“ eh 


—— Dendoen a mewn nel eres de teke caine ai 
Bai Svinte EES 


Sewell ag 


Spe fe Ss 


tp ameye ba eee MON pany fem Ep ARTA yA CEI ERT 


oeee 


(9) Requests for Congressional material, except, 
intelligence docusmibs, will be channeled through LLD, 


(£) Rowbino Congrensional mail will be rowbed to 
LLD for sotione a | | 


3e The above lustructions aro not to be courbrued as 
preventing the contdmmtion of oxlsting personal. relationships with 
nenbers of Congress, but dose require the centralization of official 
roletionsa in the LID, Pale fae 


POR THE NLESCTOR OF CENTRAL IBTMLLIGHNGE: 


STATINTL 


| | Breeubions for Personnel 
STATINTL sm Admindertret ton 


At get 


oo: Mre dd. He. Lighteay  . 
tir. Bdward 2. Saunders 


simenewene ho 


aH ANS SCH Min ithe ORS AG IE PETRA DT WR CER LNG Conk bt 
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Wey Bae es mm, es cs 
i ree: 
a 3; é iv ; “4 4 
~ ost . rs eo! - : 
t 
29 December 124 
| Per 
} 
| 
PEMORANDUD: Fon: ALL ClG Pus ORT Japon 
SUBILCT: Legal Yoliday »s Now Year's Day 
le. New Year's Dev, 1 Ja: WALT 1O47 is a Lees, 
Vy i \ 


novice. ALL ert -loveon are emoused fro: duty on that dar, excent 


thove who arc normally recuirec to be ona vey during nonvorlcin in 
“20 It will be the res “onsibility of the Assistant 
ivectors and Chiofs of Divisions, Perso*nel & fduini strative Branch, 


e 


Go nrovide an adecuate staff on this dav, 


POR TES DIILCTOR OF CLYTRAL INTLLIGEICE: 
STATINTL 


Colonel, ACD 


Execut bive. for Personnel 


and adil. nistration 


EF FECTIVE 30 JUNE 1947, CLG NEMORANDA WILL REMAIN. IN FORCE UNTIL CANCELLED 
| OR SUPERSEDED - . a 


sk000100040027-1. 


SLvEnaesrunaeabl Uednsereeeper eitimanaanemeanes as Univer ieareaat a annnapOTETERAaE ARREST NEAEORDGLIaR TERE bp RESUS STH ZETTAI 
a amemenntineel SRN BRE OVENS CROCE ATRIA - ct 2 


y 
uy 
a 
3 


MOLCRANDUM. FCR: All CIG Personnel | - te: esas 2g pe 


HOTS | Location of Central Repistry Units 


“Wks Effective 20 December 1946, the courier and Central Uail 


Units cf the Central Registry Section, Communications Division, F & A, will ke 


Located as foLlows: i Ba 5 Bed ; ; ‘ 


Central ail hit 307 South Blde. (Ext. oe 2 ea 


Courier Unit BLT, 321 South Blac. (2 
STATINTL @.° The saadling aderess for OIG, as indicated in CIG Administrative 


: dated 30 Centember 1946, vill remain as follows: 


Central Intelli: ones oroup 
Ciena | of Ac tivity) 

Room @Lé1, New Var Dept. Bldre 
elst and Virginia avenue, ti. /. 
MASTINe Cen 2 5u Ne Cg, 


STATINTL 


4 3: Posey 


Es cecutive for Personnel arid \diini stration 


rie i ene tat Ho tee 8 


Sem 


Se tran 


POR; 


132.00 ASDUL ALL CIG Personnel 


SURIJLCT: 


Buildings Vanarenent, Federal 


raparding Christmas decorations 


POs 


SUBJLCT 


te would anvreciate your 
following regulations r 
Cyriectmas decorations i 
i >ganonable number 


uae ars .s 
Ol LLP Or osis 


avtonetie: serial ler 
frane Hach ae vithous 
ivr tie Sunerintencent. 


for viore than SOE: “Cans « 


inflar 


other 


Sure erintendent. 


deenrations and Juris 
2 oO Outer fate ian Orrin 
-obtained frat 


Should there 


The-ammreach of a 
evonaration and 
Perniit-us at this 
of soonoration YOu. av 
. 


eood will 
“cirie | 


a. Tt da): 


‘eyt 


ec 


Christmas Decorations » 


Jjorks Apency, 


Chief Clerks and Adminis 
Exectbive Denartmonts 
Christmas Decoy ratio ons in 
c coonoration 
erarding, the 

n Duildincs 


of Oy 
hive construction 
SpOLeCsLO1., 0 


Careen shia 2 
PLS SOMAG. croen 


“sue yh 


Tre 


mable materials 
vo lighted candles Will be vnermitted 
leotriia lights will be nermitted on Chris tas 
if the instalation of euch lights ir inrnected end annroved by 
Inflannable decorations will not be nermithe doin 

se of 
varties, 
t be 


buildings without the asrroval of the Suns rintendent. 
sraes is 
Covermient Duildiny;s, 
HO ana e 


tna s 


be anv question concerning 
avove re mictions, the Sunerintendent should be cons sulted. 
nev vear cives us 
accormlishnents of the -nast twelve months, and. 
vlavy in the 
to emress our sincere: 
e co frequently denons 


Out TL LIWEOTO OF CETL Ti IMELLY cute: 


“ho Approved For | Release 2003101127 CIAR 
; Denuey Le 
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10 Decembor 1°46 


in Government Buildings 


Le. Quoted below is a menorandun received og the Office of 


Public Duildings Administration, © 


in Government buildinss: 


"Decomber 2, 1046 


$ 


trative Officers of the 
and Inderoncent apencies 


Govermient Buildings 


in tue enforcement of the 
e vincing of Curistnas trees or 
overated Ix this office. 


vorr be ~laced in buildings 
andi” Spence: hea Ldn 
trees will be nermitted in 

obion unless acproval is miven 
shoule net be kent in buildings 


prote 


ae se 
CLPOGE 


mvt be used Por 


‘brees 


Tf the ou 


“slated for cances, 
nrior aaroval mus 


nonte 


upon 
effectual funetioning of this 


tratede 


Bonuses Corriis sioner’. & 
‘for Buildings Tanagenent" 
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and. “adminis trabion 


srovided vith 


decorat- 

in any buildings - 
and in buildings, . 
the. 


Sie internretation of the 


an onmortun ty to par leet upon the: 
the imporvance your: 
offices 
amoreciation for the fine sche 


requested | hat all personnel of CLE cody with this. 


‘instruction. Amr question in this, connection should be Gires ted tof 


£4 
DG THTSLL Corgi GROUP. “ 
EARL Migs Caserta a ine ip ody ee opt 4 ad 
aa Navenee i SUTLDING 
VVuyvaniae Avene, We. We. 
Veasrintwchs Da Ce 
, Ne Ou pA ' 
rn x ef Sa ‘ 
25 November 196 0 bee Se 
LEMORANDULD POR: ALD. CTG Personnel | "4 AE 
one Gonservabion of Fuel and Electricity 
Qucted colow is a momorandun from the Office of Buildings 
Larogavernt, | eae fuk dd nes Administration, oe Nork ks agoney, Subject: 
"long ewstion af Fuel and tlactricity" © 
November 21; LIke 
MOUM for Chtef Clerks, Administrative officers of the 
Txecutive De par tients and Independent Agencies 
1 STATINTL SURIZCT: Conservation of Fuel and Electricity 4 
has directed the Fublic. Buildings 
ang Over’ necosfary step to conserve the Vovermnte xis 
ithe uss of clectricity.. In view of the sarisus siti “on - 
ary to retern to war time heating ond lighting 5 Saned cs 
Wo YaTrs 
To moot the situation and we accomplish the maximun seving Sn fash arn 
3 Pee i is -vory necessery tiab we have ue BU COC RCL: (1), 
ie  Gyeurerend pox sornel.e The s fone: ghee can be-takun by Covernoe.b personticl 
arent “a 
1... Do not-use unne y Lights 
20 seep whidows an ve olosed sq that the insidiy 
ete does Mes ai! Lhe ove ie 
3. Heabing es conte an 
CY usad “to rare micininen hootin 
hb, Heatang mite comtreled 4 ior 
personel shovid now ae a. aie WO IV TOOL MOOG 
" a persorn sd, ah Ul. baie (pom Sea genge 7 oP thes Semperenires . ne 
‘ nad wi. 11 RECN BI Pi car a ae i . i 
sh oP pea: Ree Cage ge ES A eel : 
1 ee oe eae bo ANgrL MAG Pec chem ar fs. ET On Bare oS a eee 
: Ht a cores Wine cages Tere 2) ah oe Te eS Ie 4 
tine, omnia. such sii oe OS Ero LegCo ve Me Der ea mene : 
reSnnachs? 4p program of mon: itor contrel. over Heat ond re 
a ee ein d materlally ass Let. 32 consecvitig ued bya, CU GW Ly a 
ot tuis nature would ee thet wanda are. cep 2 shosed. ck: bors 
62 pr vent everheating and lawns a aL CEN, TOT Ts hae : 5 
— # * ‘ ca . 
SOUS ORT aid Sobuoeatach in ‘the past has. boon vary | ioful and yout 
continua) ecope: “ath on. at this tine: will be deeylr oe a 
7 | STATINTL : . 
: ; 


fo Es “for | a Le AES. ; Lanagonont’ vers 


ee on Tt. is s eechlaated that all ompll oyces of: ‘the Cont ‘ral. Intel teen 
Groep comply a “this mc MOTAAGUAs me es ee 


‘STATINN. 


SEES 


iat bed 


Tiers 
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- stop further curiosity. 
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CENTRAL INTELLIGENCE GROUP 
NIST VAR DEPARTEENT BUILDING 
élst and Virginia Avenue, Ne We 
Vashington, De. Ce 


| Trdexad. nfoyf ye : 
21 November 19L,6— eae ES oe 


_NELORANDUH FOR ALL C.I.G. PERS ONNEL 

SUBJECT: Definition of Central Intelligence Group 
' . 25X1A 
le Inquiries are continually being made by persons sincerely interested 


in the organization of the Central titel eouce Groups These persons 


eae of course, prospective employees as well as persons who merely 


lnow of the existence of such an. organization, and upon meeting an 
dialed of this Group they generally ask, in effect, "Just what is the 
Central Intelligence?" . 

Qe if ordee that uniformity may be maintained in enswering such in- 
quiries, and in order that maximum possible security may be attained, it 
is belioved that. a uniform definition should be established. It is, 
aoe? proposed that tho following definition of the Central Intelli-~ 
gence Group be. used in response to inquiries which are inevitable and 
emirates , 

"he Central Intolli gence Group is a recently created 

Pe ec orga ani zation in which the $ tate 5 War, 

‘Navy and sometimes other dopartmenterpdetisibates It com - | Be 68a 6 
ordinates all activities of the Covemmont involved in 
obtaining and analyzing information about forcign countries 

Lt se aa 
which ‘this country needs for its nations! scouritys It 
also furnishes interdopartmental analyses of this type of 
information for use by Government officials." 


/ 


“This defini tion, vhile basically true, is unrevealing and should 


te} 


FOR THE DIRECTOR OF CENTRAL _INTELLTORiCE 


ss --Colonsl;: cag’ ue 
b ceoutive for Fergonnel and Sdninistration 
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CENTRAL INTELLIGENCE GROUP ett at See Pas. ee 
NEW WAR DEPARTMENT BUILDING CASA 
21st and Virginia Avenue, N. W, ; 
eee UEN De Co 


6 November 19h)6 


MEMORANDUM TO: - ALL CIG PERSOUNEL 


SUBJECT: - | Change Nos 1 to Memorandum Dated 14 October 196, 
Subject: suene Distance Telephone Usage" | 


1. Subject, memorandum is amended as indicated sélows 
; ee Paragraph 2(b)5 after the words "Chief, Inter- 
departmental Coordinating and Planning Staff", insert the words 
"Assistant Director for Decratisnal's 

“be Paragraph 3, change the words "Chief of Office | 
of 'B! Deputy" and "Administrative Officer for 'B! Daputy" to 
read "Chief, Commercial Gontacts Branen of Office of Operations" 
and "Administrative Officer for Commercial Contacts Branch of 
Office of Operations", respectively, 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1A 


OLOneL, Ui: 
Executive for Personnel and Administration 


CONFIDENT TAL 


ae : ‘ . i . : ‘ eae : 
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CENTRAL INTELLIGENCE GROUP: 


4 November 19.46 


MEMORANDUF FOR: | All C.1.G. Personnel 
Subject: Final Report of the Chairman, C.1.G. Community —- 


Chest Campaign. 


1, The recent Community Chest Drive in C.1.G. was an overwhelming 


‘Success! The response was unanimous and your generosity vut us "over 


the top", 


_@e A total of $1235.00 vas pledged or contributed during the | 
Campaign from 18 October to 22 October. On the basis of the total. 


personnel assigned to C.I.G. (exclusive of S5U personnel) this means 
an average contribution 


: 2. All pledge cards and funds have been turned over to the res- 
pective Departnents represented by C.1.G.. personnel, But it is still 
not too late for last-minute contributions! The Chadrman will gladly 
accept late donations and forward then to the proper Department, | 


he _ The success of this Campaign, the first in which all C.1.G. 
perscnnel have participated, reflects great credit on 0.1.G, 


5. On dehalf of the Connuiity Chest Federation Agencies which 


will benefit during ‘he comins year through your generosity, I wish 


to take this opportunity to thank you for your part in this Campaign, 


“ o"  Chairnan, Cormunity Chest Campaign 


For the Central Intelligence Group 
+ f , 
pete | 
\ 
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| CENT RAL INTELLIGENCE GROUP 
NEW WAR DEPARTMENT BUILDING : 
2lst and Virginia Avenue, Ne. We 7 
Washington, De C. - eee we 
80. October 1946 
MEMORANDUM 
TO: | All CIG Personnel 
SUBJECT: Armistice Day 
| 1.’ The President has declared Armistice Day, Monday, 
11 November 1946, a legal holidays ~ 
| er Therefore, CIG personnel will not be required to 
'' report for duty that a3 : except such personnel as are usually required 
on non-working dayse 
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 
~ STATINTL 


- Deputy Executive for Forsoymet’ 
. and Administration © _/ 
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 ceienielaeiieestibiaeslomicuies rian cenar nee 


ne Tati A 


Sati animtanwecinenrieanilapy sd > 


E28 


d = nee ; ~~ ryt nd Hy a be ‘ 
Sime he Approved For Retease 2003/01/27 : CIA- -002: ant gee aa 
= o CONFIDENTIAL = ee CIA-RDP81 00728R0001000400271 

de geccuaean ere ie 7 oe: " 


e 
av] 


24 October 1946 


MEMORANDUM TO: All Office of Special Operations Personnel in Washington 


All personnel of the Office of. Special Gperetrons employed in the United 


_ States ina “permanent capacity may; W when it is. “necessary, ‘state in ee a 


to inquiries from sources outside of the C.1.G. ‘that they are ‘employees of 


the Central Intelligence Groupe ghe discussion should end there. Meweyers 


, if embarrassment would follow eat cages seas cel be aroused from failure 


to answer further inquiry, “they may give a vague answer which, while being 


_ basically truthful; is entirely. -uninf ormative and reveals nothing with 


\ 


respect to the ee of C.1I.G. or 5.0. operations. They may, for example, 


select some type of activity which, by virtue of their own ‘backgrounds, 


ey are qualified to performe An individual who is a lawyer by profession 


might state that he is Spence, in the Sey. and processing of legal problens 


and claims which arise in sengunctien with the operation of any Government - 


agency or department, or that he is ongaged in making routine investigations 


of ses ii cate for positions with che C. I. Ge An individual with a background 


of accounting might state that he is working on "payrolls," "pudgets ," or. 


tstatistical compilations" of various natures with which he might logically. 


nnel employed in secretarial or sneptesl capacities may 


i 


be familiar. Perso 


merely state that they are engaged in goneral je deeeeen work or general 


clerical work, such as filing, indexing, and the like. 


All responses to inquiries. should be caloulated to discourage POP EnGE : 


questioning insofar as POPs ee ‘This ‘may Be accomplished by” displaying . <2 


an Bue eee? a ‘in enthusiasm ‘and by giving answers which are wegue.. 


- COMRIDENT TAL 


‘a? 
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and as uninterest ing AS possible. Fiithdray from conversations which shift. 
to discussions of occupations, and display a lack of interest in other 
persons! jobs. 

of equal importance to Bpceane ‘operations, from a secur viewpoint, 
is the relation of its personnel, both individually and collectively, with 
other beanies of the Government and other offices of C.1.G. It cannot be 
too enphetienlny stated that these relations have all been formalized and : 
are handled iieciek established channels, and by means of liaison agréements, 
These procedures nits: be rigidly adhered to. For Srenpne: the Security 
Digteten is sheaeae with the sJenondinieeas contacting various Government 
agencies which my: posdess information relative to pepaonaet bea prospective 
employees. Anyone interested i. having this fee of inquiry Sonieted aust 
refer the matter to ae Security Division. This is as one. oxenple, however, 
Ignorance of established procaduees cannot be accepted as an excuse for | 
individual « and unauthorized contacts by our personnel. | 

In no case may anyone aievoved by Special Operations discuss his. 
official duties, office activities, or anything relating thereto, with» 
anyond in any other Government agency, in any other office of O41, Gey or, 
for that matter, with anyone in. 0.8.0... who does not have a legitimate and | 7 oe 
direct interest in the ee matter. | 

It has recently « come fo my attention that individuals in: the operating. 


branches have. taken it ‘upon themselves to contact - employees ‘of C. I.Gs with 


pereee to prospective SUpEOUESE whon they RnEWS that the C. I.G. enployee 


i 


was soquainted with the person ete: considered for recruitment. Obviously, tafe! oe : . 


“CONFIDENTIAL 2c gh be a Bos. 


a 


these matters should be handled by Personnel Procurement Section, EOIOGES 


! 


728R000100040027-1 
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Support Division. Such informal procedures are strictly forbidden and, as 
stated above, our established procedures for handling all official matters 


must be strictly complied with. | 


TALD WH. GALLOMAY, : 
Deputy Director, 0.8.0. 
\, 
a ‘ ie . : : 
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CLURAL TGLLLIGHUCE SROUP 
Mie ee DEPAUL? BUILDING 


4 
\ 
élst and Virginia Avenue, J. i, \ 


' 7 
n : 1 
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18 October 1946 


411 CIG Porsomel 


Change in Cafeteria Hours 


Effective londsy, 21 October LO4G, . the new hours. of the C¢ Cafeteri Qo 


located in Cue Building will be in force. Those will be as follows: 
& 


Brack fast. | - Prom 0745. tO. 08 350 hours 
Luncheon ~ From 1115 to 1345 hours. 
auCTOR On pecs Iu TIGL 


JErutv Executive for Personne 


B Aj 


and Adainis tration 


STATINTL 
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CENTRAL ITGELLIGHLCL GROUP Tnidscxe tod 
MLW VAR DEPART:uNT BUILDING . age ‘Vy 
21st and Virginia. (vonue, Ne We 
Vashington, D.C. 


ashe 14 October 1946 
VEEORANDUL: Sage 


TO: All cI¢ Personnel 
SUBJECT: 


vonG:Raptance. Teleshone Usage 


Las Nenore ndum, subject as above, dated 6G 8 Sep tenbor 1946, 


rescinded, and the following is substituted thereesna’ 


oe War Departnent Administrative Nemorandun tos[_] aa dated B71: 
1944, provides that the following 


“ay 


long distance telophions calls are 
switchboard. 
oe ‘Personal long distance telephone calls will not be 


nade through the Denartnent's switchboard but will be made from 


coin box’ telephones located AOU ENOG the buildings ° 


be Mo long distance telephone call will be made over socked 


line. or commerétal fac bilities bir any person in ne Central In- 


belli gonos Group for the transaction of official business unless 


the call is specifically authorized in advance by the Director, 


the Dxe. “+ ve to the Director, the Assistant Executive Director, 


the chief, Interdepartrental Coordinating and Planndzi¢ Staff 


Ass istant Director for EgEsoce nen and Dis secnanatiGus and. the 


Executive for Personnel and Administration. A list of the persons 


to whon authori ty to approve long distance phone. calls has been 


delegated has been furnished to the Director of Communications, 


Offico, “Socretary of War e 


Te will be the ° responsibility of cach person naned above 


) ‘Eranine each oo — place a long dis tance 


oe telentione. ca 1 to determine if the call is necessary or a0 


vw 


telogra hy air. rae inkl, sore other Porn of conmuni= oa 


lls suffices : 


lowe 


will be. rinintained at the dost: of the authorized. indivi duel 


secretary. 


ort sheot by the vorson:plcing 


ee 


authorized. If ‘the veal is not “completed coring 


will not be necessary to2 renove ‘the 


0 Lzxroranpo 
Gada 00040027-1.. 


150, 


is hereby 


ie procedures be followed in rt ins tences where 


). Teintain tonaday report chests” This -tgrony onset 


othe information will be entered, on. the: ten 


the | call or as. soon. he ee 


authordaction oo 


25X1. 


“made fron offices serviced by the Nar Depertnent 


» Assistant Director 
For Operat, ens, 
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fro. the roport sheet but a now euthorization must be granted 


| . : 
. 7 ~ > gnd recorded whon she call is agcin placod. Incomnloted calls 
| will not be hold over from tne day to the noxt but shall bo 

| be cancelled at iis Bad af cach ante This ronort will be sont ti 
| the Exceutive far Personnel and Adninistretion, Room 2164, Now 
| a , . “ar Department Building, to roach hin before 1200. on Ae 6th, 

| 16th, and 26th of cach monthe “The senoat on the 6th of cach 

| nenth will §nelude the ton=dey yurioad aaah ane 26th dayof the 
| tucedane nonth through the 5th day of the curront months Tho 
i . | . | renort on the 16th of anes nonth wilt include the ton-day neriod 
, fren the 6th threugh the 15th dey of the current menthe , Tho 

| copare on the 26th mont the @aneeey neriod from tho 


16th through the 25th day of the current month. Thesg report 


A shects WALL. be chookod against the Var Department bill by tho 
| Office of the Dircetor of Communications, Office, Sccrotary 
of War, and uncuthorized calls will be renerted for disciplinary 
cetlone | 
(3) Cuordinate feaicees so that sovoral people in ae 


sam. office whe may eee to call the sane point con do so on : : a i 
“the one call. ° 
(4) See thet as mamr calls as possible arc mao before 
0950, betweon 1200 and 1400, and, after 1700, ours when the 
traffic volunies aro Lightost. 
5. The s Gre ronoral Lindtations which apply to long ci penes See 


node through the “War Department switchbor rd shall onply to thos o made by 1 nor= 


sonnel serviced pion the [ evstonbocras alls made through the 


N 


oF a rd must bo cuthor ized in advanee by the Assist tant Di 


re tor for Snecial Oper: tions, the Excou tive officer for Spoctel Onoratiens, 


Sch 


cha EL AEE EEE ES EEE 


* coy 


“the As sistent Exvoutive Officer for ‘Spocic 1) oporctions,, ‘chit of Office. of | rae e Skea S 
a man Deputy, honinistrative: officer. for. myn Dowty; exch Foreign Branch | Chick - | 
iS : omme ry | Contaats Branch for Opera sons 
4 of o AN Doputyy ‘Chief of. Office el Ronin 8 bes, tive Officor for 15 Crmmersaleote 
4 
7 | : i ee 
7 Beane h seman Chicf's ot Foreign Conmeree ¢ end revel. and Tos search. Branches of npi 
2 . | . OLts ; : 
i Deputy, Assistent Dirceter. for, Rescarch cn Sveluction, Sxeoutivo eficor of 
& oreten gt 8 iesoareh and, brelucti my one the ontets of the Communica titns,, 


7 


Projects Sunpor’, Finance, Services, Security, ed Personnel Divisions of “tho: 


J opdvgphnel end Agninistre+ ive’ Bro anh. he ist. of ners sonnel cuthordzed ‘t0 approve. 
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FOR THE DIRECTOR OF CENTRAL INTELLI GENCE: 


ry ‘ : ‘ 


ee Colenol, CAC ° 
Excoutive for Personnel and Adriinistration . — : 
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